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Chapter 1: DTS User Training Introduction

USER TRAINING INTRODUCTION

DEFENSE TRAVEL SYSTEM
AT
NAVAL RESEARCH LABORATORY

DTS Implementation at NRL

o DTS is a fully integrated end-to-end travel & financial management system
for all DOD TDY and local travel

e Already implemented at most DoD activities; approved for worldwide
deployment in December 2003

o DTS Implementation at NRL:
16 April 2007: Codes 5700 and 6300
11 June 2007: Remainder of Code 5000 Directorate
6 August 2007: Remainder of Code 6000 Directorate
29 August 2007: Code 7000 Directorate (except NRL-MRY & NRL-SSC)
10 September 2007: Code 1000 and 8000 Directorates
20 September 2007: NRL-MRY (Code 7500).
2 October 2007: NRL-SSC (Codes 7030, 7180, 7300, 7400).
14 February 2008: Code 3000 Directorate
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DTS AUTOMATES.....
~ Authorization

~ Reservation

~ Voucher Processing

~ Payment
~ Archiving
..... of DoD Travel Transactions
& interfaces directly with NRL Financial System
(IMPS)

- - Government VISA Travel Card

== (GVTCC)

e Must have/use GVTCC to use DTS at this time

e Eventually NRL will receive a Centrally Billed Account (CBA) to use
for non-GVTCC holders, but DON has a freeze on this process

e DoD Mandates that any individual who travels more than two (2) times

during a 12-month period is required to obtain/use the GVTCC. Other
travelers are encouraged to obtain GVTCC also.

e Airline Tickets will now be charged to the GVTCC
e GVTCC credit limits are:

$7,500 for standard cardholders, $4,000 for restricted cardholders
** May need to obtain credit increase to accommodate the Airline Ticket
cost and other travel expenses depending on TDY mission and duration
e Contact the NRL GVTCC Activity Program Coordinator (APC) to obtain a
GVTCC and/or to obtain credit limit increase

NRL APC: Sheryl Davenport, phone 202 767-3582

Alternate APC: Jemal Pinkiny, phone 202 404-8061

email: help_DTS@nrl.navy.mil

** Contact APC at least 5 days in advance to obtain credit increase
7-10 business days to obtain a new GVTCC
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DTS Authorization Process

Traveler* enters travel Interfaces with CTO
authorization information (currently SATO)
and reservation info via the for lodging, rentals
DTS web-site transpotatlon Reviewing Officials
) A
0N (Branch Head, .
ﬁ : Admin Officer) guﬁt_hprllzg_g_ .
o Esss Examines icial (Division
|| | I55ISEss — Head) Reviews/
— lesl=gEs Approves
*Or the Division Travel [k =

Clerk may enter the basic data,
including reservations; however,
traveler should digitally sign the
authorization DTS

ATM advance
as required

Traveler notified when
authorization is
approved; may print

Ticketing orders if desired/needed
(primarily electronic)

DTS Voucher Process

Tra"ﬁ'er* creates Certifying Official (NRL

voucher upon completion iewi ici Travel Office, Code 3352.2

of TDY (uploads/faxes Reviewing Official : - )
(Admin Officer) reviews/certifies travel claim

receipts and other docs**) for payment

the voucher in DTS for the traveler;
however, the traveler MUST also
digitally certify the voucher in DTS
**Receipts/voucher once in DTS and
approved are retained for 6 years
within DTS for audit purposes

Electronically
sent to DFAS/
disbursing

Funds sent (“split pay”) via EFT for processing

to traveler’s bank/credit union

and to charge card vendor. Since

travel card is charged for airline

tickets in DTS, timely submission 6
of voucher is critical.
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NRL'’s Typical DTS Route List

Travel Order (Authorization) Travel Voucher (Claim)

CONUS OCONUS All Vouchers
Reviewer: Reviewer: Reviewer:
Branch Head Branch Head Admin Officer
Reviewer: Reviewer:
Admin Officer Admin Officer NRL Travel Office
l l (Certifying Officer)

Reviewer: **
Security (Code 1220

I

Reviewer:
Division Head

Division Head
Authorizing Official

ADOR
(Authorizing
** Unclassified documents can be Official)
uploaded in DTS for review

DTS Route List Format

Route Lists for Travel Authorizations are named/formatted as follows:
4 digit Branch Code followed by either a
“C” for CONUS -------- - 5530C

or
“F” for OCONUS

-> 5530F

Exception is for Division Head...the route list format
is 4 digit Division Code + “DH” + either the “C” or “F”
“C” for CONUS -------- - 5530DHC

or
“F” for OCONUS

-> 5530DHF

The CONUS Route List will be the default List, so:

REMEMBER TO CHANGE ROUTE LIST to xxxxE if TDY includes OCONUS
destination(s) — change option available at time of “Digital Signature.”

Must also upload completed NRL Security Clearance Form (HQ-NRL 5512/4)
as substantiating document in DTS prior to review/release by the Division
Admin Officer so that Code 1200 can review/release the Travel Authorizatiog.
Note: Route Lists for vouchers default and must not be changed.
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NRL Travel Voucher Process

® NRL Travel Office (Code 3352.2) will serve as the Certifying Officer

for Travel Vouchers
- Eases the burden on Division Heads/ADORs initially
- May have to transfer this function to Authorizing Officials later

® However, any claimed entitlement not on original Travel Order as
approved by the Authorizing Official must be approved/documented

by the Authorizing Official
- Any departure date +/- seven (7) calendar days from date specified in

Travel Authorization
- Expenses not previously listed, e.g., rental car, registration fees, supply
items, airfare/other transportation booked outside of DTS, long distance

calls

- Actual Expense Allowance (separate memo required if not approved
in the Travel Authorization)

NRL Travel Voucher Process
(Continued)

e Division Administrative Officer responsible for ensuring that

the Voucher before submitting to Code 3352.2

e Authorizing Official does not certify supplemental documents
electronically in DTS; hardcopy documentation is attached
electronically by the Admin Officer

during Voucher Process requires amendment)

e Unauthorized claims must be rejected by Code 3352.2

additional documentation/certification is uploaded into DTS as part of

o Admin Officer will also verify/correct Job Order (any change not made

10
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DTS Authorizing/Reviewing Officials

e Authorizing Officials and Reviewing Officials are

Accountable Officials to support disbursement of funds

- must sign DD Form 577, Appointment Record/Authorized Signature
- subject to “pecuniary liability”: personal financial liability for
fiscal irregularities (31 U.S.C. 3528)
- ensure authorizations/claims are legal, proper, and correct
- focus on DTS “flags” and “alerts” to ensure justification for
exceptions to normal rules are adequate and documented

e Alternate Authorizing and Reviewing Officials are required
to ensure Travel Orders are not held-up

- Code 3352.2 serves as NRL DTS Administrator (DTA) to
maintain and update route lists per Division notification

e Email notification provided to next Official (and alternates)
that a travel document is awaiting review/approval 11

Travel Authorizing Official (AO)

* Has broad authority to complete mission

» Directs/authorizes travel (Authorization)

+ Determines funds availability/obligates travel funds
» Approves trip arrangements/travel expenses

+ Documents exceptions to normal travel policy

* Applies the “APPROVED” stamp in DTS

» Division Heads are the Authorizing Officials for
CONUS travel authorizations.

+ ADORs/Code 8000 are the Authorizing Officials for
OCONUS travel authorizations.

12
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Travel Reviewing Official (RO)

Branch Heads and Administrative Officers are Travel
Reviewing Officials for CONUS and OCONUS Travel
Authorizations.

» Division Heads are also Travel Reviewing Officials for
OCONUS Travel Authorizations.

* Reviewing Officials apply the “Reviewed” stamp in DTS.

— Do not apply the “Approved” Stamp or will have to reroute the
travel order.

+ Administrative Officers: also verify that the line of

accounting (correct and proper job order format) is
entered correctly.

13

Admin Officer Review of Vouchers

Administrative Officer, as the sole Reviewing Official at the
Division level during the voucher process:
— Confirms that the travel occurred
Verifies that all exceptions/flags/alerts have been
documented
Ensures all substantiating documents (including receipts)
are electronically attached (scanned or faxed) to the travel
document
* Documentation must be legible

+ Additional substantiating documentation supporting
entitlements not approved in the original authorization must be
signed by the Authorizing Official and electronically attached
here by the Admin Officer

Stamps the Voucher as Reviewed/Approved

Code 3352.2 will complete final Approval of Voucher and
release for payment until further notice

14
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DTS Reference Points

e To use DTS:

http://www.defensetravel.osd.mil

e DOD/DTS also established website with references,
training tools, and other information:

http://www.dtstravelcenter.dod.mil
(there is a link to this site from main DTS webpage)

e NRL Travel Office provides Help Desk support to NRL
travelers, approving/reviewing officials, and other DTS
users. Email address available:

help_dts@nrl.navy.mil
Telephone: 202 767-3444 15

10
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Chapter 2: Create an Authorization - Traveler Instructions

This chapter guides the user through creating a typical authorization (AUTH). For modes of transportation other
than air or rental car, contact the NRL Travel Office if additional assistance is required.

b.

c

@+ ooo0oe

Log On to DTS
Insert the CAC into the reader
Access the DTS Home page: http://www.defensetravel.osd.mil.
Click LOGIN TO DTS.
Read the Security Alert screen. Select OK.
Click Accept to the DoD Privacy & Ethics Policy.
The Digital Signature window opens. The Key File displays. Enter your PIN or password.
Click OK.

Create an Authorization

== Official Travel - y Traveler | Reports ¥ AdministrativeV
Setup

| BN R

Authorizations/Orders

On the DTS User Welcome screen, mouse over Official Travel/Official Travel Others (for travel clerks) on
the navigation bar.

Select Authorization/Orders from the drop- down menu.

Click Create New Authorization/Order.

Note: The system may prompt the user to review or update the traveler’s profile. Make necessary changes and click
Update Personal Information.

n Travel Itinerary

o

Q -0 o

-

Mravel Expenses Accounting Additional Options Review/Sign

Per Diem Locations

Enter the Starting Point by clicking a location in the Starting Locations in Profile box or by typing a location
in the field.

In the Departing On field type the date or click the calendar icon to populate the departure date.

Select the Trip Type by using the drop down menu — at this time “AA Routine TDY/TAD” is the only Trip
Type linked to a voucher. Select the Trip Purpose by using the drop-down menus

Complete the Trip Description field with details of the trip.

Select the mode of transportation for travel to the location and the departure time.

For Conus. Click Location in the Location Tools box on the right to search for and enter a location.

For OConus. Click State/Country Location in the Location Tools box on the right to search for and enter
country.

In the Search Location window, enter city, state, county, country, or location name.

Click Search Location.

Click the radio button next to the preferred location. In the box Specific Place (Optional) add place where
TDY is being performed then click Select and Close.

If the location is not in this list, search again by clicking one of the other Search by: buttons located at the
bottom of the screen. Click Save Location and Return.

The Arriving On: field automatically populates, if you need to change; type the date or click the calendar icon
and select the arrival date for the location.

11
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m. In the Departing On: field type the date or click the calendar icon and select the departure date for the
location.

Check the check box if you need to reserve a rental car or lodging at the location.

Click Yes or No for Will you be traveling to another TDY Location? If Yes, repeat Steps a through m.
Enter the Ending Point by clicking the location from the Return Locations in Profile box.

Select the mode of transportation for travel to the return location and the departure time.

Check the check box in Section E if you will use other ticketed transportation (such as a bus).

Click Save and Proceed.

n Book Air Travel
Itineralﬁxpenses Accounting  Additional Options  Rewiew/Sign

» ST OS>

M8 Rail Rentalcar  Lodging  Other Transportation  Summary

a. Select one of the flights listed on the screen.

-OR-Click one of the fare tabs to select a flight with a different type of fare. Below are the different airfare tabs
you will see: Be advised, Government travelers are required to choose a GSA City Pair contracted flight, all
other choices will require substantial justification. GSA City Pair contracted flights can be found on tabs 1
and 2.

b. 1. GSA Contract w/Limited Availability- These are further discounted GSA City Pair fares for federal
government employees on official business. Fare is fully refundable and changeable. No justification is
required.

2. GSA Contract Fare- Discounted GSA City Pair fares for federal government employees on official business.
The fare is fully refundable and changeable. No justification is required.

3. Other Gov’t Fare- Competitive fares offered by airlines. Any fare chosen requires justification from the
traveler and approval by their Approving Official. May have restrictions and be non-refundable.

4. Other Airfare- Fares offered to the general public; may be refundable but can have advance purchase
requirements. Selecting these fares requires justification from the traveler and approval by their Approving
Official.

5. Alt GSA- Additional airports offering government contracted fares to increase your options. No Justification
is required. Note: Travelers are not required to choose an alternate airport.

c. Select your return flight by repeating Step a.

Note: If unable to find flight, click Request Assistance in Booking Airfare.

Book Rental Car

Itineralprenses Accounting  Additional Options  Review/ Sign

GENMEINEENY Lodging  Other Transportation summary

a. Select one of the rental cars listed on the screen.
-OR-Change the criteria for the rental car by entering changes on the left side of the screen under Modify
Search. Select a rental car.

Note: Selecting a rental car that is not the lowest price available will require a justification to your AQ.

12
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n Book Lodging
ItineralwﬂExpenses Accounting  Additional Options  Rewisw/Sign

- AXTENEY Other Transportation  Summary

Military members on TDY at a military installation must contact the BOQ facility to reserve lodging. BOQ/Lodges
not available in DTS.
a. Select one of the hotels listed on the screen.
-OR-Click one of the tabs to select a hotel from a list of other published rates.
-OR-Click Find More Hotels at the bottom of the screen. Select a hotel.
-OR-Change the criteria for the lodging by entering changes on the left side of the screen under Modify Search.
Select a hotel.
b. Select a room type on the Lodging screen.
Note: If no hotels display, click Request Assistance in Booking Hotel Room.

H Summary
Itinera|WExpenses Accounting  Additional Options  Review/Sign

Air  Rail RentalCar  Lodging  Other Transportation fNERP

a. Check the information on the Payment Information tab and update if necessary.
b. Click Save and Continue.

C. Check the information on the Final Trip Itinerary.
Expenses

Itinerary TraveMccmnting Additional Options  Review/Sign

[ENENIEC I Mileage  Per Diem Entitlements Substantiating Records

a. Click Expenses in tool bar then click OK.

b. A warning/reminder box will display stating “You have 24 hours to sign your document,” click “OK” to
proceed. Note: If document is not signed by traveler in this timeframe reservations will be lost.

c. Select a non-mileage expense from the drop-down menu. If the expense is not listed, type it in the or field.

d. Type the estimated Cost of the expense and select the Date the expense will be incurred.

e. Select the Method of Reimbursement for the expense from the drop-down menu.

f.  Enter the expenses on this screen.

g. Click Save Expenses.

h. Select Mileage from the subnavigation bar. Enter expected mileage expenses for private vehicle use.

i. Click Save Expense.

j.  Click the Per Diem Entitlements link to change the amounts for a date or date range. Also, the "GSA State
Tax Exemption Listing" provides a link to obtain tax exempt forms.

k. Click the Substantiating Records link to add supporting document (such as the approved Contributed Travel

form, Security Clearance form, or conference registration/agenda material) by faxing or scanning and then
uploading.

13
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- Lines of Accounting (LOASs)
7

Itinerary Travel ExpenseMdditionalOptions Review/Sign

a.  Select Accounting in the navigation bar or select Continue on the bottom of the expenses page.

*Refer to Chapter 6: Entering Job Order Numbers in the Defense Travel System for information on recording
accounting information.
b. Click Additional Options on the navigation bar.

n Additional Options

Itinerary Travel Expenses Accounting gENGIisLOEIR SN Review /Sign

W Frofile 4 Partial Payments Advances

a. Profile. Click this link to change the traveler’s personal information

b. After entering any Additional Options, click update personal information only if you changed/added then click
Continue at bottom of the screen.

c. Partial Payments. Partial payments can be scheduled if TDY exceeds 45 days.

d. Advances. This section refers to non-ATM travel advances, which refers to depositing funds via EFT into a
traveler’s checking/savings account rather than withdrawing a cash advance using the GOVCC. Typically, the
only qualification for a non-ATM advance in DTS is when it is necessary to provide an advance deposit to a
hotel in order to hold a lodging reservation more than 20 days prior to TDY/TAD (if less than 20 days prior to
TDY/TAD the traveler would use the GOVCC). If a non-ATM travel advance is required, contact the NRL
Travel Office at 202 767-3444 or via email at help_dts@nrl.navy.mil five (5) working days prior to when the
advance is needed so that the necessary DTS changes can be made/processed.

n Review / Sign
Itinerary Travel Expenses Accounting Additional Options gRiERl=lTRSI-]

AEIENETY Other Auths.  Pre-Audit Digital Signature

a. InPreview, review the itinerary and make any edits. NOTE: Do NOT use special characters (e.g. $ * %) in
any text box.

b.  Approval for contributed travel and authorized use of military facilities (e.g. commissary and exchange) must
be displayed on the travel order/authorization if applicable. These statements should be added in the
“Comments for Travel Order” text box. The “Comments for Travel Order” text box is located in the Itinerary
Module on the Trip Overview screen.

c. (Optional) — Select Other Auths. in the navigation bar. Click Add Additional Authorizations for this trip

link to select from a list of other authorizations such as variations authorized and ATM advance fees.

Select Pre-Audit.

Enter any justifications in each text box. Justification is mandatory.

Do not use any special characters in any text box such as $,* etc.

Click on Save and Proceed to Digital Signature.

Select the SIGNED stamp on the Digital Signature screen.

For OCONUS travel, click the Routing List drop-down arrow and choose the Route List ending with E.

Important: Code 1200 Security Office requires that the Security Clearance form (HQ-NRL 5512/4) be

—~Semo o

14
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uploaded into DTS as a substantiating record prior to routing the Travel Authorization. The uploaded Security
Clearance form shall already be approved with all four required signatures (i.e., traveler, Branch Head,
Division Head, and ADOR/Code 8000). Accordingly, it is recommended that the Security Clearance process be
initiated early in order to obtain timely approval of OCONUS travel orders (Code 1200 will begin the security
clearance process eight weeks prior to TDY with the receipt of an advance hardcopy Security Clearance form
signed by at least the traveler and Branch Head). In addition a copy of your Trafficking in Persons and Anti-
Terrorism training certificates must be upload as substantiating records or in lieu of uploading, the following
statement must be made in the “Comments for Travel Order” text box: “Trafficking in Persons training
completed on MMDDYYYY, Anti-Terrorism training completed on MMDDYYYY. The NRL Security Office will
electronically return any Travel Authorizations routed that do not meet the above guidance. Reminder: It
should not be assumed that the security clearance is approved when Code 1200 applies the “REVIEWED”
stamp as the foreign country could deny the request; Code 1200 will notify the traveler should their request
be denied. Note: Security Clearance form (HQ-NRL 5512/4) is not required for travel to Alaska or Puerto
Rico, however must still utilize “F” (OCONUS) route lists, and certify completion of mandatory training
listed above.

Click Submit Completed Document.

The Digital Signature window opens.

Enter your PIN or password. Click OK.

\ You must sign the authorization within 24 hours of booking or else all reservations will be cancelled.

An adjustment is a change to a document before it is APPROVED. An amendment is a change to
document after it is APPROVED.

Adjust and Amend
Authorizations

PoooTe

—_— X

Create an Adjustment

Select Authorizations/Orders from the Official Travel drop-down menu.

Click View/Edit next to the document to adjust.

Clear the View-Only check box. The Digital Signature window opens.

Enter your PIN or password.

View the Preview Trip screen and click edit next to the items that need adjusting.

Skip to Step h if you are not adjusting a reservation.

Click Travel in the navigation bar. If you changed a date in Step e, the screen message asks you to identify
whether you want to cancel all the reservations at once, or cancel and update them separately. Click your
preference.

Click edit next to the items on the Trip Summary screen that need adjusting. Use the modify search pane to find
a new reservation.

Click Review/Sign, and then click Pre-Audit to add justifications for any changes made. Do not use any
special characters in any text box such as $,* etc.

Click Save and Proceed to Digital Signature.

Select the SIGNED stamp on the Digital Signature screen.

Click Submit Completed Document.

Enter your PIN or password and click OK.

15
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Create an Amendment

Existing AuthorizationshOrders

Sort by Sort by sort by ] ) )
Vi JEdit Print Re! Al d

Document Hame Status TA Humber i " mone AEL

EBELPASOTHOAZ203_A01 06 22503 REJECT ONTDAP = wigw = print = amend

Select Authorizations/Orders from the Official Travel drop-down menu.

Click Amend next to the desired document.

Click OK.

Complete the Comment box with justification for changes. Do not use any special characters in any text box
such as $,* etc.

The Digital Signature window opens.

Enter your PIN or password.

Click OK.

For the final steps in an amendment, see the section above (Create an Adjustment). Follow Step e through Step

]

ooow

S o

Cancel an
Authorization

E-mail your request to the NRL DTS help desk providing the traveler’s name, date and location of the TDY for the
authorization you want cancelled. You will be notified through return e-mail when the authorization has been
properly cancelled. Travelers need to be aware of their hotel cancellation policy, and make every effort to cancel
their DTS authorizations in compliance with that policy to avoid being charged a no-show or late fee from the hotel.
If a cancellation request is within 48 hours CONUS or 72 hours OCONUS of the travel date, it is recommended that
the traveler contact the hotel to ensure the reservation has been cancelled. Ask about any fees and be sure to get the
confirmation number assigned to the cancellation.

16
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Chapter 3: Create a Voucher From an Authorization - Instructions for

Travelers

A voucher is a request for reimbursement of expenses incurred during travel. After travel, a traveler creates a
voucher from an authorization (auth) to update the estimated costs with actual costs incurred on the trip.

Log On to DTS

.Insert the CAC into the reader.

Access the DTS Home page: http://www.defensetravel.osd.mil.
Click LOGIN TO DTS.

Read the Security Alert screen. Select Yes.

Click Accept to the DoD Privacy & Ethics Policy.

The Digital Signature Login window opens. The Key File displays.
Enter your PIN (or password).

Click OK.

Create a Voucher

= Official Travel - y Traveler y Reports ¥| Administrative ¥

: Bl ke Setu
Authorizations/Orders B

Mv Siened Documents

Mouse over Official Travel/Official Travel Others (for travel clerks) on the menu bar on the DTS Users
Welcome screen.

Click Vouchers on the drop-down list.

Created Vouchers display in the Existing VVouchers section.

Click Create New Voucher from Authorization/order. (This link will not display if there are no
authorizations approved.)

Click Create next to the auth from which you want to create a voucher.

n Itinerary

wn >

3 —xT o SQ@ oo o

Mravel Expenses Accounting Additional Options Review/Sign
-Trip Overview Per Diem Locations

Click Itinerary on the navigation bar.

Change the Start Date or End Date field.

Click Proceed to Per Diem Locations.

Click OK to the Entitlements Update prompt.

Click OK to the warning. Each date field now contains a question mark.
Click Edit under Location in the Trip Summary box.

Click OK to the warning.

Enter the correct dates in the Per Diem Location box (left side of the screen).
Click Save Changes.

Click OK to the Entitlements Update prompt.

Click Remove next to the air segment that is noted as “Items not Associated to TDY stop.”
Click Travel on the navigation bar.

Click Other Trans. to change the ticket data.

Click Remove next to Lodging and Car Rental.

ectlons 2 and 3 explain how to change these items.

17
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n Travel
It1nerar‘ﬂMpenﬁes Accounting Additional Options Review/5ign

AW Lodging Rental Car Rail Other Trans.

If air travel was used in this auth, and the original information changed, use the Air tab.

a. Click Travel on the navigation bar to change any reservations from those approved on the auth.

b. Click Edit in the Air Trip Summary column for the flight requiring changes.

c. Click Change Ticket Data to update air travel. Under Edit Ticket Information, change the fields as necessary.
d. Click Save.

Lodging
Itinerarﬂwpenms Accounting Additional Options  Review/Sign

air  _JATTEELEP.  Rental Car Rail Other Trans.

Note: Hotel sales tax or room tax, if any, should be added under the Expenses tab for CONUS trips. However,
changes to lodging costs (or M&IE) should be made on the Per Diem Entitlements screen, including proportional
meal rates.
a. Click Travel on the navigation bar.
b. Select Lodging on the sub-navigation bar.
c. Click Edit in the Trip Summary column for the lodging that requires changes. The Lodging box displays the
lodging information from the auth.
d. Change dates as necessary in the Lodging box.
Click Enter Actual Lodging Cost if lodging costs require updating. The Per Diem Entitlements screen opens.
f.  Click Edit for the date on which changes are necessary.
-OR-
Click Remove to delete the lodging entry.

n Rental Car
It1nerarﬂMpen5es Accounting Additional Options  Review/5ign

Air Lodging _JITHIEIEI® Rail Other Trans.

@

If a rental car was included as part of the auth, and the original information changed, use the Rental Car tab. If a
rental car was booked offline or was not included in the auth, use the Expenses tab to enter the costs as a
Commercial Auto non-mileage expense.
a. Click Travel on the navigation bar.
b. Click Rental Car on the sub-navigation bar.
¢. Click Edit next to the rental car that requires changes.
-OR-
Click Remove to delete the rental car entry.
d. Change the dates, times, cost and method of reimbursement in the Car Rental box, as necessary.

18
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H Expenses

Itinerary TraveMccmnting Additional Options  Review/Sign

Hon-Mileage JSEUNMEETIS Per Diem Entitlements Substantiating Records

After travel, you can add, update, or delete your expenses in the Expenses section to reflect actual costs.

a.
b.

oo

agbrwbdE

Click Expenses on the navigation bar.

Click Non-Mileage on the sub-navigation bar to enter expenses such as hotel taxes, parking fees, gasoline,
and other non-mileage expenses. You can also chose to edit/remove expenses populated from your
authorization by clicking on the edit or remove link next to each expense. You may also add expenses from
the link create an expense item from a government charge card transaction. If you do make a change
remember to “SAVE EXPENSE” before moving on.

Click Mileage on the sub-navigation bar to claim expenses for mileage.

Click Per Diem Entitlements to modify the traveler’s entitlements.

Click Substantiating Records to add receipts and any supporting documents by one of two methods
described below. Remember, receipts are required for any items costing $75 or more, for all lodging costs
regardless of price, and for all airline tickets Also, any non-travel type expense (such as emergency supplies)
require receipts regardless of price. Also, for OCONUS travel you must show the currency exchange rate
used to calculate your expenses either on the receipts or a separate piece of paper (e.g. 45 Euro =1 US $)

Fax Method

Click Print Fax Cover Sheet, choose the printer and click Print. The bar code on the fax sheet is unique to
each document name and must be printed and attached for each submission.

Use the fax cover sheet as the first page and fax it and all supporting documents and receipts to the telephone
number on the fax cover sheet.

Scan and Upload Method

Click Browse next to the Upload Scanned Receipts field. Locate and select the scanned file.
Click Open.

Click Upload. Once the file is uploaded a Notes field displays.

Enter descriptive information about the file.

Click Save Notes. The screen will refresh.

n Lines of Accounting

®o0 oW

Itinerary  Travel Expen&eMﬂdil_ionﬂletions Review/Sign

Select the correct LOA from the Accounting Label drop-down menu.

If an LOA needs to be deleted and there have been no payments to the LOA, click remove next to the LOA.
If needed and if no payments have been made on the LOA, click Allocate Expenses.

Select the Accounting Code needed for each allocation.

Click Save Allocations. The Expense Summary box will display a breakdown of the expenses pertaining to
each LOA.
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Additional Options

Itinerary Travel Expenses Accounting gEtbiisGhEIRe el Review/Sign

AITGCY  Payment Totals Partial Payments Advances

The Additional Options tab enables you to view and change other types of information in DTS.

a.
b.
C.

Click Profile to update the traveler’s personal profile.

Click Payment Totals to view the voucher totals and adjust amount to your govcc.

Click Partial Payments to view a schedule of partial payments, if the auth included SPPs. You may not request
an advance after travel is complete.

n Review / Sign

Itinerary Travel Expenses Accounting Additional Options gls=i=rEiii]

AW Other Auths.  Pre-Audit Digital Signature

The Review / Sign tab initiates the final steps.

a.
b.

Click Review/Sign. The Preview screen opens. Review the information.

Click edit or remove to update information. If necessary, add comments to the AO. Do not use any special
characters in any text box such as $,* etc.

(Optional) — Click Other Auths on the sub navigation bar. If special documentation is required on the voucher,
click Add Additional Authorizations for this trip. Place a check in the box next to the appropriate
authorization.

Click Add at the bottom of the page.

Click Save and Proceed to Pre-Audit at the bottom of the page.

Enter justifications to the AO in each Comment box of the flagged items. Justifications are mandatory. Do not
use any special characters in any text box such as $,* etc.

Click Save and Proceed To Digital Signature.

Submit this document as defaults to SIGNED, do not change.

(Optional) Enter comments in the Remarks box.

Click Submit Completed Document.

Enter your PIN or password in the Digital Signature Login window.

Click OK.

A traveler can edit a document that has been stamped SIGNED. An adjustment is a change to a
voucher before the AO applies the APPROVED stamp. An amendment is a change to a voucher
after the AO applies the APPROVED stamp.

Adjust and Amend
Vouchers

oooe

Create an Adjustment

Mouse over Official Travel on the menu bar on the DTS User Welcome screen.
Select VVouchers.

Click view/edit next to the desired document.

Clear the Open Document VIEW-ONLY check box.
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Open Document VIEW-COnLy: [

Enter your PIN or password.

Click OK. The Preview screen opens.

Click edit next to the items that need adjusting.

Click Review/Sign.

Click Pre-Audit to justify any changes. Do not use any special characters in any text box such as $,* etc.
Click Save and Proceed to Digital Signature and stamp the voucher SIGNED.

Create an Amendment

Sort by Sort by Sort by - - -

Document Hame Status TA Humber VieswEdit Print | Remove | Amend
EFMAPLESITAOS 1904 w01 o9y19/04 PAYMEMT SLIEMITTED DL i Do = wig = print > amend
EFvahDERBERGADZ 120401 0912 04 POTMERT SUBMITTED: OrLA D > wisw > print > amend

Mouse over Official Travel on the menu bar on the DTS User Welcome screen.
Select Vouchers.

Click amend next to the desired document.

Enter justification in the Comment box. Do not use any special characters in any text box such as $,* etc.
Enter your PIN or password in the Digital Signature Login window.

On the Preview screen, click edit next to the items that you will amend. Make changes and save.

Click Digital Signature under the Review/Sign tab and stamp the document SIGNED.

Enter your PIN or password on digital signature screen.
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Chapter 4: Create a Local Voucher - Instructions for Travelers

A local voucher is a request for reimbursement of expenses incurred during local travel, travel in and around a
permanent duty station (PDS), or miscellaneous expenses.

o0 oTe

=h

Q@ +hoo0oC

S@hoooow

Log On to DTS

Insert the CAC into the reader.

Access the DTS Home page: http://www.defensetravel.osd.mil.
Click LOGIN TO DTS.

Read the Security Alert screen.

Click Accept to the DoD Privacy & Ethics Policy.

The digital signature window opens. The Key File displays.
Enter your PIN (or password).

Click OK.

Create a Local Voucher

_ Official Trawel - Others T Traveler Sebtup W | Reports W] Administ-ative h J

Authorizatons /Orders

vouchers Documents Awaiting Your

tocatvouchers [ 1

Mouse over Official Travel on the menu bar on the DTS User Welcome screen.

Click Local Vouchers on the drop-down list.

Created Local VVouchers display in the Existing Vouchers section.

Click Create New Local Voucher.

The Profile Validation screen will appear, click OK. Once you have verified your information is correct, click
Update Personal Information, then click OK.

Complete the Local Voucher Date field. This defaults to the date you create the local voucher; however you
should change it to the last date an expense was incurred.

Click OK. The DTS Expenses feature displays.

n Expenses

Mﬂ.ccmming Additional Options  Review / Sign

' Hon-Mileage Mileage Substantiating Records

Non-Mileage Expenses: Add Individually

Click the Select Expense Type drop-down list. Select an expense. If the expense is not listed, type it in the -
OR- field.

Complete the Event Purpose field with the reason for the expense.

Complete the Cost field with the expense amount.

Complete the Date field with the date that the expense was incurred.

Click the Method of Reimbursement drop-down list. Select the method.

Enter up to two expenses. Click Save Expenses.

Enter and save additional expenses one at time.
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Non-Mileage Expenses: Add From the Government Credit Card (GOVCC)

select "save Expenzes” o zave the expenzes to the travel document,

+ create an expenze item from & gowernment charge card transaction

Hon-Mileage Expense #1

Click the = create an expense item from a government charge card transaction link.

The transactions display. Click Add next to the charge that you want to add to the local voucher.

Note: Charge card transactions that do not display an Add link cannot be expensed. If the check box

to the left of a transaction is marked, the transaction has been used for vouchering.

c. Click the Expense Type drop-down list. Select an expense. If the expense is not listed, type it in the -OR- field.
Click OK.

e. Click Save Expenses.

o

e

Mileage Expenses

Mﬁ.ccnuntrng Additional Options  Review [ Sign

Non-Mileage Substantiating Records

The two types of mileage are as follows:

In-and Around Mileage. This is mileage that begins and ends at the TAD/TDY location.

Private Auto (or Motorcycle) Mileage. This is mileage that begins and ends at the traveler’s duty station or
residence.

In-and-Around Mileage-Private Auto or
In-and-Around Mileage-Private Motorcycle

Mileage Expense #1

*Expense Type: | In-and-Around Mileage - Private duto 7| *Date: |oam1 3005 A

{mmdd Sy )
*Method of Reimbursement:  PERSOMAL

*Event Purpoze: IDTS Training Conference

.
Location: Washingtan, DC
ocation |washingtan, * Wiles |12 « Rate.405 = Cost 486

Click the Expense Type drop-down list. Entries for each mileage type are shown above and below.

Select the mileage type.

The Event Purpose field automatically populates.

Complete the Location field.

Complete the Date field of the expense.

Complete the Miles field with the number of miles driven. Click somewhere in the box to calculate mileage
total.

~®oo0 o
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Mileage Expense #2
*Expense Type: IPri\rate Auto Mileage - Owner FOperator j *Date: IDB;‘D1 F2005 v
. [mmaSdd Sy
" Event Furpose: IDTS Training Conference * Method of Reimbursement:  PERSORAL
*
From: IRES: FAIRFAX, Wi Profile Locations: *Miles (|25 -7 I Rate.dOs - Cost  $7.79

DUTY STATION
w Check box to create a separate expensze for round trip: ~

* & Mormal one-way mileage from Residence to PDS:
7

¢ Daily one-way commuting cost from Residence to PDS:
(if do not normally drive to PDS)

*To: IWashigton, [ Profile Locations:
DUTY STATION
RESIDEMCE

Note: You may claim expenses for multiple dates on one local voucher as long each expense precedes the local
voucher date.

Private Auto Mileage-Owner/Operator or Private Motorcycle Mileage-Owner/Operator

a. The Event Purpose field automatically populates.

Select Duty Station or Residence in the two Profile Locations boxes to complete the From and To fields. The
screen refreshes, the new fields depend upon the entries in the From and To fields.

If you selected Duty Station, enter the mileage from the PDS to the location.
-OR-

If you selected Residence, use the following steps:

1. Enter the mileage from the PDS to the location.
2. Click the Normal one-way mileage radio button.

3. Complete the Normal one-way mileage from Residence to PDS field.
-OR-

Click the Daily one-way commuting cost from Residence to PDS radio button. Enter the amount in the
box.

4. To claim a round trip mileage expense, check the box next to Check box to create a separate expense for
round trip.

d. Click Save Expenses when all expenses are added.

H Substantiating Records

Mccnunting Additional Options  Review [/ Sign

Hon-Mileage Mileage Substantiating Records -

Use the Substantiating Records link to add supporting documents to a local voucher by one of two methods:

Fax Method
a. Click Print Fax Cover Sheet, choose the printer and click Print. The bar code on the fax sheet is unique to
each document name and must be printed and attached for each submission.
b.

Use the fax cover sheet as the first page and fax it and all supporting documents and receipts to the telephone
number on the fax cover sheet.
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Scan and Upload Method

a. Click Browse next to the Upload Scanned Receipts field. Locate and select the scanned file.
b. Click Open.

c. Click Upload. Once the file is uploaded a Notes field displays.

d. Enter descriptive information about the file.

e. Click Save Notes. The screen will refresh.

n Lines of Accounting

Exp-ensesMAdditiﬂnal Options Review /[ Sign

a. Select Accounting on the navigation bar. -OR- Continue at the bottom of the Expenses screen.
b. Click the Shared LOA drop-down list and select the 08 Local (DN1400173) accounting label for the trip.

**Refer to Chapter 6: Entering Job Order Numbers in the Defense Travel System for information on recording
accounting information.
c. Click Additional Options on the navigation bar.

Additional Options

Expenses Accounting Additional Options Review [ Sign
_ Comments Payment Totals Profile

a. Select Additional Options on the navigation bar.

b. Click Comments to complete the Comments for Local VVoucher field with comments to your AO. Do not use
any special characters in any text box such as $,* etc.

c. If comments added, click Save Comments and Proceed to Payment Totals. Otherwise proceed with d.

d. Click Payment Totals to view or edit how you will be reimbursed; to your personal account or to the GOVCC.
e. Click Profile to change information in your personal profile.

H Review / Sign
Expenses Accounting Additional Dption

AT Pre-Audit | Digital Signature

Click Review/Sign on the navigation bar.

Review the information on the Preview screen. Use the edit links to update information.

Click Pre-Audit or click Continue at the bottom of the screen.

Complete the Justification to AO box for each of the flagged items. Justifications are mandatory. Do not use
any special characters in any text box such as $,* etc.

Click Save and Proceed To Digital Signature.

The Digital Signature screen opens. The Submit this document as drop-down list defaults to the SIGNED
stamp.

g. (Optional) Complete the Additional Remarks box with any comments.

h. Click Submit Completed Document.
i

J

Qoo

=h @D

Enter your PIN or password.
Click OK.

25



Defense Travel System (DTS) User's Guide
NRL Version 2.0

A traveler can edit a document that has been stamped SIGNED. An adjustment is a change to a
local voucher before the AO applies the APPROVED stamp. An amendment is a change to a
local voucher after the AO applies the APPROVED stamp.

Adjust and Amend
Local Vouchers

An amendment to a local voucher is normally for correcting a rejected local voucher. If expenses need to be added
to a local voucher after it has been APPROVED, a new local voucher should be created.

oooTp

Q —ho

Qoo

SQ o

Create an Adjustment

Mouse over Official Travel on the menu bar on the DTS User Welcome screen.
Select Local VVouchers.

Click view/edit next to the desired document.

Clear the Open Document VIEW-ONLY check box.

Open Document YIEW-0MLY: [

Enter your PIN or password. Click OK.

Click Pre-Audit under the Review/Sign tab to add justifications for any changes. Do not use any special
characters in any text box such as $,* etc.

Click Save and Proceed to Digital Signature and stamp the document SIGNED.

Create an Amendment

Mouse over Official Travel on the menu bar on the DTS User Welcome screen.

Select Local Vouchers.

Click amend next to the desired document.

Complete the Comments box with a reason for the changes. Do not use any special characters in any text
box such as $,* etc.

Enter your PIN or password. Click OK.

On the Preview screen, click edit next to the items that you will amend. Make changes and save.

Click Digital Signature under the Review/Sign tab and stamp the document SIGNED.

Enter your PIN or password in the Digital Signature window.
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Chapter 5: Review and Approve DTS Documents - Instructions for
AOs and ROs

This chapter will assist Authorizing Officials (AOs) and Reviewing Officials (ROs) in using the DTS Route &
Review process.

Route & Review begins when a user/traveler applies the SIGNED stamp to an authorization (auth), a voucher from
authorization (voucher), or a local voucher. DTS routes the document. Auths that require reservations will route to
SATO, the Commercial Travel Office (CTO). Next, Auths will route to the Branch Head for review, and then to the
Administrative Officer for review. If TDY is to OCONUS location, the auth will then route to Code 1200, then to
the Division Head for review, and finally to the ADOR for Approval. For CONUS travel, the auth routes from the
Admin Officer to the Division Head for final Approval.

Appendix O of the Joint Federal Travel Regulation (JFTR) and the Joint Travel Regulation (JTR) describe the rules
for TDY travel in DTS. Access them through the DTS Home Page by clicking on the Links.

Log On to DTS

a. Insert the CAC into the reader.
b. Access the DTS Home page: http://www.defensetravel.osd.mil.
c. Click LOGINTO DTS.
d. Read the Security Alert screen. Select Yes.
e. Click Accept to the DoD Privacy & Ethics Policy.
f.  The digital signature window opens. The Key File displays.
g. Enter your PIN (or password).
h. Click OK.
n Review Documents

Documents Awaiting Your Approval -->  Click Here

a. Click Click Here next to Documents Awaiting Your Approval on your User Welcome screen. The Documents
in Routing screen opens. The Sorted by Awaiting Status is the default sort method.

b. Click the column header if you prefer to sort the documents by type, traveler, or departure date.

c. Click review next to the document you want to approve. The Preview Trip screen opens.

Document List Route/Sign Adjustments Setup

AT Other Auths.  Pre-Audit Digital Signature

d. Check the information in the traveler’s itinerary by scrolling through the page. To review/confirm the job order
(line of accounting (LOA)); click view next to Accounting Code in the Accounting Summary section. Return to
top of the page when completed with this portion of the review.

e. Click Substantiating Records to view attached receipts and any other documentation (such as Security
forms...).

f.  Click Document History, to view previous actions and stamps applied to this document; then click on the View
Adjustments button to see a list of individuals who made adjustments to the document.
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Preview NN Pre-Audit Digital Signature
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g. Click Other Auths on the sub-navigation bar to view any other authorizations added to this document.

Document List M Adjustments Setup

Preview Other Auths. JIITHNMEN®”  Digital Signature

h.  Click Pre-Audit on the sub-navigation bar to view justifications.

i. Review the justifications and determine if any changes are necessary. See Section 2 if you need to return the
document to the user.

Document List M Adjustments Setup
Preview  Other Auths.  Pre-Audit Digital signature N

j-  Click Digital Signature. The Digital Signature screen opens.

k. Next to Submit Completed Document, the stamp you are assigned will default: ROs shall select REVIEWED
and AOs shall use APPROVED (incorrect use of these selections cause DTS errors and re-routing of the entire
order). Change the default only when “RETURNING” or “CANCELLING” a document.

I.  Enter your PIN or password in the Digital Signature window.

m. Complete the signing process.

n Return Documents to Travelers

Stamping the document RETURNED routes it to the individual who initiated it. When applying the RETURNED
stamp, you must explain in the “Additional Comments” box, what corrections the user should make. The individual
should make the corrections and stamp the document SIGNED.

Document List M Adjustments Setup
Preview Other Auths.  Pre-Audit Digital signature N

a. Click Digital Signature. The Digital Signature screen opens.
b. Click the Submit this document as drop-down arrow and select RETURNED.
c. Click Submit Completed Document.
d. Enter your PIN or password in the Digital Signature window.
e. Complete the signing process.
H Adjust (or Change) Documents Before Approval

The AO or RO can edit a travel document before approving or reviewing it. This is called creating an adjustment.
a. Click Adjustments on the navigation bar.

Open Document YIEW-OMLY: [

b. Clear the check from the Open Document VIEW-ONLY check box.
c. Enter your PIN or password in the Digital Signature window. The Preview Trip screen opens.
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Click Itinerary on the navigation bar.

Change the Start Date or End Date field.

Click Per Diem Locations in the

sub-navigation bar.

Click OK to the Entitlements Update prompt.

Click OK to the warning. Each date field now contains a question mark.

Click Edit under Location in the Trip Summary.

Click OK to the warning.

Enter the correct dates in the Per Diem Location box (left side of the screen).

Click Save Changes.

Click OK to the Entitlements Update prompt.

To change or remove air fare, rental car or lodging reservations, click Travel on the navigation bar.
Choose either Cancel All and Start Over or Change and Cancel Separately.

Under the trip summary choose cancel or change next hotel, rental car or hotel as applicable.

Click Digital Signature. The Digital Signature screen opens.

If the adjustment included changes to the reservations, click the Submit this document as drop-down arrow
and select SIGNED. The document will reroute to the CTO.

-OR-

If the adjustment did not change the reservations, click the Submit this document as drop-down arrow and
select APPROVED or REVIEWED.

Complete the Remarks box to alert the traveler of adjustments made to the document.

Print Documents

Open the Preview screen.
Click Print.

Delegate Signature Authority

ROs and AOs can delegate signature authority to another RO or AO for a time period when the primary AO/RO and
their assigned alternates will not be able to perform normal signing tasks. When signature authority is delegated,
DTS routes the document to the primary official, the alternate(s), and the delegated authority. Once the document is
signed by any of the officials, it is removed from both Route & Review lists.

To delegate this authority:

P00 o

f

Mouse over Traveler Setup on the navigation bar.

Click Delegate Authority.

Click Select next to the name of the individual to whom the authority is to be assigned.
Click OK in the Assign Authority box.

Enter your PIN or password in the Digital Signature Login box.

Click OK.

Note: In order for the RO/AO to delegate authority, the individual selected to sign documents for the RO/AO must
have the appropriate permissions and privileges to perform the required tasks.

To revoke this authority:

a.

b.
C.
d

Mouse over Traveler Setup on the navigation bar.

Click Delegate Authority.

Click Remove to the right of the name on the Delegate Authority list.
Click OK to the question about revoking delegation authority.
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AO and RO Check Lists

Auth Check List

Is this TDY trip necessary?

Is the number of travelers appropriate (Group Travel)?

Are funds available?

Is the LOA correct?

Were correct procedures followed for premium- class air travel requests with flag officer approval?
Did the traveler choose a city-pair flight? If not, was DoD travel policy followed?

Is the mode of travel advantageous to the government?

Is a rental car needed?

Will travelers to same site share the rental car?

. Does the traveler require Variations Authorized?

. Did the traveler justify a non-compact vehicle?

. Did traveler depart at a reasonable time?

. Is the per diem location correct? (TDY mission)

. When military lodging is not available, is a non-availability number provided (military only)?
. Are lodging costs above per diem necessary?

. Are non-FEMA compliant lodging arrangements justified?

. Are there registration fees? What is covered?

. Is leave to be taken during TDY?

. Are travel arrangements paid with appropriate form of payment (GOVCC or personal)?

. Foreign travel: Have clearances been obtained and uploaded in DTS as substantiating documents.

RO Voucher Check List

Did traveler add expenses after the auth was approved?

Was voucher reviewed against auth?

Were all actual reimbursable expenses claimed?

Was the mode of travel consistent with auth?

Were claimed long distance calls authorized?

Were claimed calls home in accordance with JFTR - JTR, Appendix O?

Did traveler claim gasoline and prepaid gas?

Did traveler claim hotel taxes? (Foreign locations include all taxes.)

Are GOVCC charges split disbursed?

Did traveler account for meals provided?

Are required receipts attached to the voucher? To check for this, open the voucher through the Adjustments
link. Click Expenses > Substantiating Records. Receipts are required for lodging and all other receipts for $75
or more.

. Did traveler follow procedures for returning unused or partially used tickets?

Actions That Occur When a Document Is Stamped APPROVED

Travel Authorization Number (TANUM) is permanently assigned.

Key data is encrypted for auditing and legal use.

Passenger Number Request (PNR) is built for CTO in reservations system.

Document is stamped with name of signer and date. Document becomes view-only.
DTS sends an e-mail to the traveler.

Financial transactions are transferred from DTS to NRL IMPS to commit/obligate funds.
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Chapter 6: Entering job order numbers in the Defense Travel System
(DTS) — (Step 7 in Chapter 2 “Create an Authorization: Traveler
Instructions™)

Lines of Accounting (LOAS)

Itinerary Travel ExpenaeMddmonaloplions Review /Sign

The purpose of this chapter is to describe the procedures for entering the job order(s), overhead function(s), and
associated cost element(s) to charge the costs of travel via the DTS. In DTS, this information is referred to as the
Accounting Code or Line of Accounting (LOA).

4} Defense Travel System - Welcome to DTS - Microsoft Internet Explorer =] x|

File Edit ‘Wiew Favorites Tools Help |

Y_’ - é?vl j Search Web & v @Iv | (=] Mail - @My\"ahoo! - @ Shopping = bed "&fmg -

Logged Inhs:  LIMSEY D BOWIE Document Mame:  LEDENMWERCOUNTOS0407_A01 screen D 1067.1 Clase Whindow =
Traweler Mame:  LIMEET D BOWIE Document Type:  Authorization Help for this screen

% Defense Travel System Itinerary Travel Expenses

A New Era of Government Travel
RETURN TO LIST Accounting Codes i

JEEEES

Select the appropriate accounting code for this trip, If there are multiple
accounting codes that are required for this trip, pleaze zelect all that

-

[YSSTLISLEYP Additional Options  Review/Sign

Trip Totals

Mo Accounting
formation dvailable,

apply.

Start Date:  Od4-fug-07 » Find Accounting Label N

EndDate:  10-Aug07 + Change Organization 1. Click on Accounting from the light blue
Accounting

poou T ] I tool bar on the top of the screen.

Shared LOA: | -—Select to Add-— |

Selected Accounting Codeqs)

There are no accounting codes assigned to the trip, please select from the
abowe list of labels,
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4} Defense Travel System - Welcome to DTS - Microsoft Internet Explorer =& =]

File  Edit ‘ew Favorites Tools Help |

Y.' b é'l jSearchWeb -| & v @‘Iv ‘ =) Mail - @My\'ahoo! - E?J shopping - ¥ |E?g -
Logged InAs:  LIMNSEY D BOWIE Document Mame:  LEDEMVERCOUNTOS0607_A01 Screen 1D 10671 Close Windaw =
Traveler hame: LINSEY D BOWIE Document Type:  Autharization Help for this screen

% Defense Travel System Itinerary  Travel ExpenseMdd(lional Options  Review/Sign
A New Era of Government Travel
RETURN TO LIST Trip Totals

Select the appropriate accounting code for this trip, If there are multiple
accounting codes that are reguired for this trip, please select all that
apply,

Mo Accounting
Information dvailable.

Start Date:  0&-hug-07 1 Find Accounting Label

A0-hug-07 1 Change Organization

Accounting
Label:

From DW1A001753300 2. Scroll to the Accounting Label, click on

Snared Lo the drop down box, then select the “07
Selactod Accounting Gode(s TDY” label (this label will change based on

FY).

There are no accounting codes assigned to the trip, please select from the

abaove list of labels,

- - 1 =
Defense Travel System - Welcome to DTS - Microsoft Internet Explorer =] x|
File Edit Wew Favaorites Tools Help
Y_’ - QVI j SaarchWeb|v| & v @v | =0 Mail - @My‘f’ahuu‘ - (fj Shopping = »» |'%g -
=
Select the appropriate accounting code for this trip, If there are mulkiple
accounting codes that are required for this trip, please select all that 07 TDY
apply. Category Allowed Actual
COM, CARR.-I : $362.80 $362.80
startDate:  Qé-hug-07 LODGING : $288.00 $288.00
End Date: A0-Aug-07 r Change Organization MEIE $320,50 $330,50
t:;:rlntmg - No Other Accounts Available - Erom DH14081733300 WILEAEE 5 ST 54T
! OTHER.: $301.25 $301.25
Shared LOA: |---Select to Add-— j PHOMNE CALLS ; $12.00 $12.00
REMTAL CAR.: $108.06 $108.06
Selected Accounting Code(s) TRAMSPORT ¢ $25.00 $25.00
To remove an accounting code that does not apply to this trip, select the 07 TDY Sub Total: $1,327.04 $1,327.01
remove link corresponding to the accounting label to be removed,
Please make sure the LOA's assigned have costs allocated to it.
Calculated Trip
1,327.01 1,327.01
Cost: i1, i1,
ViewrEdit
A nting Label [+] izatil Re
ccounting Label rganization Acctg Code move
07 1O DhA40017 33300 = wiew fedit » remove
=

3. The screen will refresh as shgin above. The right side of the screen displays the Expense Summary box, with the
anticipated costs for this trip, which were entered during the previous steps of creating the travel authorization, listed
by expense category below the accounting label 07 TDY, (this label will change based on FY).

Click on the >view/edit link, to enter the job order number. The screen will refresh as shown below.
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3 Edit Accounting Codes | NAYY 1, 8/1 /2001 - Microsoft Internet Explorer - |EI|

v dlxe

Update the information below for this line of accounting (Lo,

Format Map: Maw™ 1, 85152001

Label: o7 1DV
LOA Data Elements

Mumbers in parentheses mark the maximom characters for that input field. Please enter only numbers or uppercase letters,

Add or OTST: IDDD173 (& or DTST ) =

bAccount 1

OTST Sub-Field: | (14

erT: o7 t2

fococount 2 TOPT: I— (=]
T (2]

BR[| (1)

ere (1)

Account 3 appn; asan (4)

seare|| 1 @ @1 (O] || [0l &) =] &) &) &) &lley || office 2003 > (£ @& S COMBE . ucem

4. Scroll down to Account 10. Do not change, add, or remove any of the data in Accounts 1 through 9; any
changes will result in rejection of the travel authorization and/or significant rework to correct the accounting
information.

-2} Edit Accounting Codes | NAYY 1, 8/1 /2001 - Microsoft Internet Explorer

BCM: I????? (5

1
]
I My

Account 4

(ulalnly lrpe

TT: F (=3

BP&:

ch IEIEI173 [5)

=] —|“—I

Account &

cace [ (7
Account & e[ (2]
L iz
Account T (0
Account & [:Tef) I— [ | |
e [ &R

Account 9
APC: I (7

iastart”J ] & 8 (O] “Qﬂﬂﬂﬂﬂﬂ@ |JoFFice2003 > | et S OIS EE  siasem
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3 Edit Accounting Codes | NAYY 1, 8/1 /2001 - Microsoft Internet Explorer -0 >
ae: [ (7 .
hecount & e[ (21
s [ (2]
Aoccount 7 (o)
fccount & A l— (4]
P [ (9
Account 9
ac: [ (71

wor, [ 5. Enter the (_1irect job or_der or overhead
cost element in the CC: field in Account
: 10 in the correct format as specified on
o the next page. REMEMBER: DO NOT
ADD, CHANGE, OR DELETE ANY OF
THE DATA IN THE OTHER

o | ACCOUNT SECTIONS/FIELDS.
Cloze | | |
iagtart”J & 4 [0 |]ﬂﬂﬂﬂﬂlﬂ &) |JOFFiceZDDS »E@LESOORBE M e
Important: Ensure that all 1sks (******) are removed from the CC field.

Click on the blue “SAV utton after the job order/function/Cost Element is correct.
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6. Job Order/Function/Service Alternate Entry Format: The following provides the correct format for
recording the direct job order and overhead cost function in DTS. Note that the 2-digit cost element is also
considered part of this format. It is extremely important that data be entered correctly to avoid the cumbersome
correction process.

Direct Reimbursable Job Order:

CORRECT FORMAT TO

JOB ORDER COST ELEMENT ENTER IN DTS
819103065 21 81910306521
819103065 78 81910306578

In Account 10, CC field enter all 11 digits - DO NOT use dashes.

General and Administrative (G&A), Production (PROD), and Service Cost Center
(SCC) Functions:

CORRECT FORMAT TO

FUNCTION COST ELEMENT ENTER IN DTS
G&A 337101 21 33710121
PROD 616010 78 61601078
SCC 144502 23 14450223

In Account 10, CC field enter all 8 digits - DO NOT use dashes.

Research and Development Service Alternate Job Order (Code 3500):

Alternate CORRECT FORMAT TO
Charge Number COST ELEMENT ENTER IN DTS
35803D704 21 35803D70421
35803D708 24 35803D70824
35803D757 23 35803D75723

In Account 10, CC field enter all 11 digits - DO NOT use dashes.

Reminder: Cost Elements in the 2x series (21, 23, and 24) are typically used for travel purposes. Additionally, Cost
Element 78 (Lecture Fees, Conferences, Mtgs & Symposia) is used in DTS to account for registration fees if paid
via the travel authorization rather than the Division Government Purchase Credit Card. Consult with Code 3352.2 if
any other Cost Elements should be used.

Also, Cost Element 29 will be re-titled as “CBA Travel Transportation Costs” and will be used only when non-
Travel Cardholders use DTS via the Centrally Billed Account (CBA); however, the CBA option is not available at
NRL at this time.

Cross Charging Job Orders in DTS

When TDY/TAD expenses will be charged to a job order/function “owned” by a Division that is not the employing
Division of the traveler, the Division “owning” the job order/function shall submit a memorandum authorizing such
cross charging to Code 3352.2 so that an appropriate temporary edit/authorization can be made in IMPS. See
sample in Chapter 10.
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7. If only one job order (or one function) and Cost Element combination is being used for the travel authorization,
this portion is complete once Account 10, CC field is properly recorded. Click on the blue 4Save” button after the

job order/function/Cost Element is correct, and proceed to Additional Options to comple

Account &

Account 7

Account &

Account 9

Account 10

SO

3 Edit Accounting Codes | NAYY 1, 8/1/2001 - Microsoft Internet Explorer

Close |

the travel authorization.

Rstat| 14 & 2 0] || (O Elo | E. | £ [, | ofie 2003 > (B EIBEPORER o1z o

8. However, if more than one job order, function, or Cost Element combination will be used for the travel
authorization, click on the blue “Save” button; when the page refreshes instead of moving to Additional Options,
stay in Accounting and click on the “Shared LOA” drop down.

‘A Defense Travel System - Welcome to DTS - Microsoft Internet Explorer 1= x|
File Edit Wew Favorites Tools Help |
Y_’ - évl j SearchWeb|v| & =- @l'y Maill - @ My Yahao! - [ﬁ Shopping  ~ » |'ﬂfmg -
=]
Select the appropriate accounting code for this trip, If there are
accounting codes that are required for this trip, please select all fhat 07 TDY
apply. Category Allowed Actual
COM, CARR.-I $382.80 382,80
start Date:  D6-#ug-07
artbate He LODGING : $288.00 $288.00
EndDater  10-4ug07 MBIE : $220.50 §220,50
t;gzt’”tmg - Na Other Accounts Availale - MILEAGE : ) HidE
! OTHER : $301.25 $301.25
Shared LOA: | ---Select ko add- PHOME CALLS ¢ $12.00 $12.00
: RENTAL Caft - 10506 108,06
g7 CBA (DR1400173) TRAMSPORT ; $25.00 $25.00
07 LOCAL (DR1400173)
07 OTHER 1 {DM1400173)
Ta remove an |07 OTHER 2 (DN 1400173) this trip, select the 07 TDY Sub Total: $1,7327.01 $1,327.01
remove link cq07 REG FEE (DN1400173) e removed,
Please make |07 TRAINING [DN1400173) located to it.
Calculated Trip
Cost: $1,327.01 $1,327.01
" . View/Edit
Accounting Label organization Accts Code Remove |
07 107 D 14001733300 = wigmedit > PEMOVE
=
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Once the drop down box next to Shared LOA is clicked, a list of Lines of Accounting (LOA) options will display.
Select from the list to establish the additional job order/function/cost element option(s). The available options are
described below:

07 CBA (DN1400173) — Used to allocate airfare cost when charged to NRL’s Centrally Billed Account. NOTE:
NRL does not have a CBA account in DTS at this time, so DO NOT select this option without approval from Code
3352.2.

07 LOCAL (DN1400173) — This option is used when preparing a Local VVoucher. Upon selecting this option, Cost
Element 23 will automatically populate Account 10, CC field; however, traveler must still remove the asterisks and
enter the appropriate job order/function information.

07 OTHER 1 (DN1400173) — This option is used when a travel authorization is charged to two different job
orders/functions/cost elements. (The first job order/function/cost element was established under the initial
Accounting Label “07 TDY™.

07 OTHER 2 (DN1400173) — This option is used when a travel authorization is charged to three different job
orders/functions/cost elements. (The first job order/function/cost element number was entered under accounting
label “07 TDY™”, the second Shared LOA “07 OTHER 1”.)

07 REG FEE (DN1400173) — This option is used when the travel authorization includes the cost of registration fees.
Upon selecting this option, Cost Element 78 will automatically populate Account 10, CC field; however, traveler
must still remove the asterisks and enter the appropriate job order/function information.

07 TRAINING (DN1400173) — This option is used when the travel authorization includes the cost of training fees.
Upon selecting this option, Cost Element 24 will automatically populate Account 10, CC field; however traveler
must still remove the asterisks and enter the appropriate job order/function information.

In this example, 07 REG FEE (DN1400173) is selected so that this travel authorization will be allocated to one
direct job order, but two Cost Elements: CE 21 for the basic travel costs, and CE 78 to account for the registration
fee. (Thus, this authorization is considered to have two LOAs.) After selecting 07 REG FEE (DN1400173) the
page will refresh as shown in the next screen shot. Two Accounting Labels and LOAs will display. The two
Accounting Labels also appear on the right side of the screen to show the allocation of costs between the two LOAs.
However, initially all costs will show as allocated to the first LOA, 07 TDY; this will be the normal situation until
the traveler takes additional steps to establish multiple LOAs (in this example 07 REG FEE has been selected) and
then enters the LOA data (the job order information in Account 10) and allocates costs.
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/] Defense Travel System - Welcome to DTS - Microsoft Internet Explorer i ] |
File Edit WYew Favarites Tools Help |
Y_’ - gv I j Search Web |~ | &7 = @] - | (=] Mail ~ @ My Yahoo! ~ (7] Shopping = bed ‘ HE:I -
Expense allocated by Expense Category ;I
Select the appropriate accounting code for this trip, [f there are multiple
accounting codes that are required for this trip, please select all that
apply. Category Mllowed Actual
LODGIMG 40,00 40,00
Start Date:  0&-Aug-07
MEIE : $0.00 40,00
End Date: 10-Aug-07 » Change Organization
OTHER : £0.00 £0.00
Accounting .
- Mo Other & ts Available -
Label: o HEr Areonnts Avaianis From DH14001733300 07 REG FEE Sub
Tatal: $0.00 40,00
Shared LOA: |-—Select ta Add— =l o
Selected Accounting Code(s)
Category Allowed Aotual
COM, CARR.-I $352.80 $352.80
To remove an accounting code that does not apply to this trip, select the
remowe link corresponding Lo the accounting label to be removed, LODGING : $288.00 $288.00
Please make sure the LOA's assigned have costs allocated to it. MEIE £220,50 £220,50
MILEAGE 519,40 519,40
A eLaot | o - View/Edit Edit e OTHER : $301.28 $301.25 —
cocounting Label rzanization Accts Code | Allcation move PHONE CALLS : +12.00 12,00
@ DMIOO173 o wiewfedit  sedit | o remove RENTAL CAR.: £108.06 §108.06
TRAMSPORT & 525,00 525,00
@ Dk 14001733 » viewSedit > edit > remove
07 TDY Sub Tatal: $1,327.01 §1,327.01
Multiple accounting codes on a trip require allocation of expenses to the
accounting codes labels), Select how you wish to allocate, Then click Calculated Trip PO PO ;I

>view/edit link in the line of the appropriate Accounting Label. Note that if the job order/function/cost element
associated with the initial LOA (in this case “07 TDY™) had not been entered yet, it could also be completed at this
time. Follow steps 4 through 7 as shown on pages 3, 4, and 5 to enter the appropriate job order/function/cost
element information. (Click on the >view/edit link(s) of the remaining Accounting Labels, follow steps 4 through 7,
until all accounting data is completed.)

10. After entering the accounting data, the page will refresh (after clicking on the blue “SAVE” button, which must
be done for each Accounting Label). It is now time to allocate the travel costs between multiple job
order/function/cost element combinations. Scroll down to ““How to Allocate:” click on the drop down box and 4
methods of allocation are available:

By Dollar Amount
By Expense Category
By Percentage

By Date

Until further notice, the only acceptable allocation method is “By Dollar Amount.” Select “By Dollar Amount” and
then click on the light blue button “Allocate Expenses.” Pages 40-42 provide brief descriptions of the processes to
allocate by the other three methods, but these methods should not be used without approval of Code 3352.2 or until
further notice.
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"hllocate Expenses" to proceed with allocations, Cost:

Dallar Amount

How to Allocate:

Allocate Expenses

A

Defense Travel System - Welcome to DTS - Microsoft Internet Explorer 18] =
File Edit Yew Favorites Tools Help |
Y_’ - Z- I j Search Web |~ | &7 - @ - | =] Mail - @ My Yahoo! @J Shopping - g | "n?g -
07 TDY ;I
Selected Accounting Code(s)
Category Allowed Actual
COM, CARR.-L $352.80 $352.80
To remowe an accounting code that does not apply to this trip, select the
remove link corresponding to the accounting label to be removed, LODGING : $288.00 $288.00
Please make sure the LOA's assigned have costs allocated to it. MEIE : 4220,50 4220.50
MILEAGE : $19.40 $19.40
A e Labal | © i View/Edit Edit . OTHER $301.25 $301.25
ccounting Label rganization Accte Code  Allocation move PHOMNE CaLLS : 12,00 12,00
07 REG FEE DN1400173 | » wiew/edit | »edit | »remove PENTAL CAR: $108.06 $108.06
TRAMSPORT & $25.00 $25.00
07 1D DRA14001733300 = wiewfedit » edit » remove
07 TDY Sub Total: $1,327.01 $1,327.01
Multiple accounting codes on a trip require allocation of expenses to the
i . i . i Calculated Tri
accounting codes(labels), Select how ywou wish to allocate. Then click P $1,727.01 $1,327.01

Proceed to the following page: IPreview

11. After selecting “Allocate Expense” the screen will refresh, looking similar to the one below. The entitlements
(or estimated expenses) are shown on the left side of the screen by category. Typically these expenses are initially
allocated, by default, to the Accounting Label appearing first (alphabetical listing), in this example “07 REG FEE.”

To change/correct this allocation, just click on the radio button in the
one Accounting Label (column) can be selected per expense item.

column of the correct Accounting Label; only
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“J Defense Travel System - Welcome to DTS - Microsoft Internet Explorer =TS
File Edit Wew Favortes Tools Help |
Y! - év I d Search Wweb |+ | & v @v ‘ (=) Mail - @ My Yahao! ~ [f_ij Shopping + » ‘ E?g -
Allocate the expenzes for your trip to the accounting codes that you selected ;I
07 REG FEE
Date Category Amount Category Allowed Actual
. LODGING $0.00 30.00
08406407 g:;m”ze‘j Business 413,00 @ o MBI : §0.00 50,00
OTHER.: §0.00 50.00
08/06/07  Comm Air (Indiv Bill]  $176.40 « lo!
c ial At $Zt|:fc FEE Sua $0.00 30.00
ommercial Auto- H
08/06/07 TOTITAD $108.06 o [
07 TDY
08/06/07  LODGIMG 572,00 i« s
Category Allowed Actual
08406707 MEIE 36,75 @ ~ COM, CARR.-1 ; $352,80 $352,80
LODGING 4288.00 $288.00
08/06/07  Parking - TDV/TAD 320,00 (o i MEIE ! $220.50 $230.50 —
MILEAGE : $19.40 519,40
05/06/07  Registration Fees $200.00 o o
OTHER.: §301.25 §301.25
08/07/07  LODGING §72.00 @ c FHEIE G 52D SRED
REMTAL CAR.; $106.06 $108.06
05/07/07  M&IE 549.00 (ol & TRAMSPORT : 425.00 425.00
08/08/07  LODGIMG $72.00 i« s 07 TDY Sub Total: $1,327.01 $1,327.m
08/03/07  M&IE 549.00 o [
Calculated Trip
08/09/07  LODGIMG §72.00 i« i Cost; $1,327.01 §1,327.01 LI
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i Defense Travel System - Welcome to DTS - Microsoft Internet Explorer — = =]
Ele  Edit  Wiew Favorites Tools  Help |
Vr - 2| =] Searchweb |- | o F=i- @~ | 629 Mal - @5 Myvahoo! - [ Shopping - >> | =
Date category Amount 07 REG FEE 07 TDY Category Allowied Actual
LODGING : $0.00 $0.00
ossoeso7 | AUIMOTIESABUSINGSS | g4z 00 - @ MEIE $0.00 $0.00
OTHER : $0.00 $0.00
08706707  Comm air (Indiv Bil) | $176.40 - &
- ot 97 PG FEE sub $0.00 $0.00
osross07 | TOTTENS $108.0¢ o =
07 TDV
0B/06/07  LODGING $72.00 - IS
Category Allowsed Actual
osr06ro7 | melE PO — P COM. CARR.-I ¢ $352.60 $352.50
LODGING : s288.00 s288.00
08/06/07  Parking - TDWSTAD $20.00 o = MAEE $220.50 $220.50
MILEAGE : $19.90 $19.490
1 Fees $200.00 o~ T
——
08/07/07  LODGING $72.00 = & PHONE CALLS $1z.00 s1z.00
REMTAL GAR © $108.06 $108.06
0B/07 /07 | MEIE $49.00 - IS TRAMNSPORT : s25.00 sz5.00
0s/08/07 | LODGING s7z.00 — & 07 TDW Sub Total: 21,527.01 21,327,041
05,0807 | MEIE $4%.00 - &
Calculated Trip
08409 /07 LODGING $7z.00 o < Cost: $1,927.01 $1.327.01

The screen above shows that all expeﬁses have been moved to the 07 TDY label except the Registration Fees, which
remains in 07 REG FEE.

Fi Defense Travel System - Welcome to DTS - Microsoft Internet Explorer 1= =]
Eie Edit View Favorkes Tools  Help
¥ - 2| JEa | Searchwehlvl [~ @~ | e mail - @ My vahoo! - () Shopping ~ > ‘H%g -
TETOETD T Ecnu T = =]
05/09/07  LODGING $72.00 e & z:‘;:’men e §1,327.01 $1,327.01
0840907 MEIE 549,00 [ =
05410407 | Comm Adr (Indiv Bil)  §17¢.40 el &
0841007 s:s?SEvat car 526.00 el &
corrores | retmeomten | soms - . 12. Once the expenses have been correctly moved
- “ to the appropriate Accounting Label column, click
05410407 MEBIE 336,75 el @ I13 ”
on the “Calculate Totals” button.
08410407 Pwt Auto-Terminal $19.40 [ed =

Totals: $1,327.01 $1,327.01 $0.00

Calculate Totals
Cancel

=l
/3 Defense Travel System - Welcome to DTS - Microsoft Internet Explorer =1
File Edit ‘“ew Favorites Tools Help |
Y! - é'l j Search 'Web |~ | &7 ' @- | (= Mail - @ My Yahoo! = [?j Shopping  ~ »» ‘% -

® =

03 /05/07  MEIE 345,00 o

08/09/07  LODGING 572.00 L8 i* 2:1::"‘“9‘1 e §1,327.01 H57m

05/09/07  MAIE 549,00 [ @

08£10/07  Comm Air (Indiv Bil)  $176.40 i "

08£10/07 g:;:g:}zwtl cor 525,00 e IS

DoO/R | HomlRemTax | ez | F ¢ 13. The screen will refresh, displaying the revised

0B/0/407 | Internetaccess | $12.00 o ® calculations at the bottom of each column.

0310407 MEIE 536,75 i [

0Br10/07 | PutAutoTerminel | $19.40 e & Click on the “Save Allocated Expenses” button.
Totals: $1,327.01 52 @

Calculate Totals |
Cancel
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14. The page will refresh as shown below. The Expenses Summary section on the right side of the screen now
reflects the appropriate costs for each Accounting Label.

/A Defense Travel System - Welcome to DTS - Microsoft Internet Explorer =181

File Edit Wiew Favorites Tools  Help |

Y_’ - P I j Searchweb |+ | & (B~ - | =0 Mail + i My Yahoo! ~ [ Shopping - »» | & -
=
p esattacated by Expense
Select the appropriate accounting code for this trip. If there are multiple
accounting codes that are required for this trip, please select all that
apoly. Category Allowed Actual
OTHER: $200.00 $200.00
start Date:  06-dug-OF
End Date: 10-Aug-07 » Change Organization 07 REG FEE Sub
Total: . $200.00 $200.00
Accounting, . !
Label: Mo Cther dccounts Available From DH14001733300
Shared LOw: | ---Select to Add--- j
Category Allawed Actual
COM, CARR.-1: 43652.80 $3R2.80
Selected Accounting Code(s)
LODGIMG : $288.00 $288.00
MEIE ; $220,50 $220,50
To remaowe an accounting code that does not apply to this trip, select the
remove link corresponding to the accounting label to be removed., MILEAGE | §19.40 $19.40
Please make sure the LOA's assigned have costs allocated to it. OTHER.: 5101.25 $101.25 i
PHOMNE CALLS §12.00 $12.00
Accounting Label = Organization View/Edit Edit Remove FENTAL CAR: e 0800
8 & Acctg Code  Allocation TRANSFORT : $25.00 425,00
07 REG FEE DN1400173 » wigw fedit »edit » rEmOve
—_— — e 07 TDY Sub Total: $1,127.01 $1,127.01
07 7D DNA4001733300 & wisw fedit = edit * remove
Calculated Tri
otoulaled Trip §1,327.01 $1,3277.01 |

If all Accounting Labels/LOASs had been entered and expenses allocated (in the above example 2 Accounting
Labels/LOAs were used and completed), this portion of preparing the travel authorization would be complete.
Traveler (or Travel Clerk) would continue the remaining steps to complete the travel authorization. The next step
would be to return to the top of the screen and move from Accounting to Additional Options, i.e., proceed to Step
8 in Chapter 2 “Create an Authorization: Traveler Instructions.”

n Additional Options

Itinerary Travel Expenses Accounting gEGGilatOEIREALIEF Review/Sign

P Profile 4 Partial Payments Advances
Supplemental Information:
Using “How to Allocate:” by the other three methods, not currently used at NRL at this time:
By Expense Category
By Percentage
By Date
Reminder: NRL DTS users shall allocate using the “By Dollar Amount” method until

further notice.
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X7 - 2

j Search Web|v| & E‘v @- | Mail - @ My Yahoo! - [j Shopping -~

To remowve an accounting code that does not apply to this trip, select the
remove link corresponding to the accounting label to be remowed.
Please make sure the LOA's assigned have costs allocated to it.

View/Edit Edit

A nting Label O izati Rel
ccounting Label rganization Acctg Code  Allocation move
07 REG FEE DN A400473 = wviewfedit » edit * remave
07 107 DN14001733300  » wiswfedit » edit * remove

Multiple accounting codes on a trip require allocation of expenses to the
accounting codesilabels), Selzct how you wish to allocate, Then click
"hllocate Expenses” to proceed with allocations,

Allocate Expenses

Proceed to the following page:

| &———

=18]x|
3 |QH -

=]
MEIE : $220.50 5220.50
WAl LEAGE ; 319,40 $19.40
OTHER : £101,28 $101,28
PHOME CALLS © $12.00 $12.00
RENTAL CAR. ; $108.06 $108.06
TRAMSPORT : $25.00 $25.00
07 TDY Sub Total: 31,127.01 $1,127.01

Calculated Trij

dlewlated Tnip $1,327.01 §1,327.01

Cost:

Previe

A. Select “By Expense Category” and then
“Allocate Expenses”. The screen will refresh as
shown below. Click the radio button to indicate the
Accounting Code/LOA to assign for each Expense
Category.

Without prior approval, this allocation methodology
should not be used as it is unlikely to result in
appropriate cost allocation in most cases.

i Defense Travel System - Welcome to DTS - Microsoft Internet Explorer — T X
File Edit  Wiew Favortes  Tools  Help
S - 2 ~ ] searchweb [-| =2 (=~ - | = Mal -~ @ My vahoo! ~ Y Shopping - > |u?:, -
RETURN TO LIST Trip Totals =l
Expenses allocated by Expense
Select the accounting cods to Use for each catego T your trip.
07 REG FEE
category Amount 07 REG FEE 07 TDY Category Allowed Actual
OTHER : $Z00.00 $200.00
COM. CARR.-I $362.80 L Lo
07 REG FEE Sub
LODSING $2a8.00 o & Total: $200.00 $200.00
MEIE $220.50 o [ 07 TDY
Cat Allowed Actusl
M| LEAGE 519.40 L) [ il 2 ==
COM. CARRL-| ¢ $352.80 $362.80
OTHER. 3301.25 ISl o LODGING : $288.00 $288.00
MEIE : $220.50 $220.50
PHOME CALLS $12.00 L) Lol Ml LEAGE © £19.40 $19.40
OTHER 101.25 101.25 —
REMTAL CAR $108.06 L= Lo s s
FHOME CALLS : $12.00 $12.00
TRANSFORT 325.00 o @ REMNTAL CAR ! $108.06 $108.06
TRANSPORT : $25.00 $26.00
Cancel I 07 TDY sUb Total: $1,127.01 £1,127.01

B. By Percentage

After selecting “How to Allocate: By Percentage” and clicking on the blue “Allocate Expenses” button, the screen
will refresh similar to the screen shown below. Enter the percentage of costs to allocate to each Accounting
Label/LOA. The total allocation must equal 100%. Once the allocation properly equals 100%, click on “Calculate
Totals” to update the Expenses Summary on the right side of the screen. Then click on “Save Allocated Expenses.”
If the “Percentage that is not allocated” does not equal 0%, the “Save Allocated Expenses” will not process. This
method should not be used without prior approval as it will not result in proper cost accounting in all cases.
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=l Defense Travel System - Welcome to DTS - Microsoft Internet Explorer == =

File Edit  Wiew Faworites Tools  Help |
SFF - 2 | searchwieb |~ | o FE- @pl- | GO Mal - @5 My vaheao! - 7Y Shopping - > |y -

RETURMN TO LIST Accounting Codes Trip Totals

Expenses allocated by Expense
Please alocate 3 OT G0 Lrip to the accounting codes that you
selected. Please make sure that percentages add to 100%, 07 REG FEE

Category Allowed Actual

07 REG FEE ID% OTHER. : S200.00 SZ00.00
o7 TDr IU% 0F REG FEE Sub
- $200.00 SZ00.00

Total:
> Percentage that is not allocated: 10025
0F TDV
»
» Calculate Totals I Categary Allouwed Actual
COM. CARRL -] $3EZ.80 35280
LODSGING : $ZE5.00 SEEE.00
Sawe allocated Expenses | Cancel |
MEIE : $220.50 3Z20.50
w4l LEAGE : 319.40 19,40
OTHER $101.25 3101.25
PHOME CALLS : $1z.00 $1z.00
A REMTAL CAR. : $108.08 310806
TRAMSPORT : $26.00 $26.00
0F TD¥ Sub Total: 51,127.01 $1,127.01

C. By Date

After selecting “How to Allocate: By Date” and clicking on the blue “Allocate Expenses” button, the screen will
refresh similar to the screen shown below. Enter the “Start Date” and “End Date” to assign to each Accounting
Code/LOA (can use the calendar feature to the right of each data block to select dates). Dates must be entered for
each Accounting Label or an error message will display: “Enter a start date on each account. Enter an end date
on each account.” This method should not be used without prior approval.

ZJ Defense Travel System - Welcome ko DTS - Microsoft Internet Explorer — =] =]
File Edit Wiew Faworites Tools  Help |
SFF - 2| +] searchweb |+ | 7 - @~ | 69 mMal - @ My vahoo! + (Y Shopeing - > |n’%‘g -
N Expenses allocated by Expense
“ou can allacate trip expenses to multiple accounting codes based on trawvel
dstes. 07 REG FEE
Catezary Allcwed Actual
Trip Start Date: 06-Aug-07 OTHER : $Z00.00 700,00
Trip End Date: 10-4ug-07
gzt':fc FEE sub $200.00 5200.00
ViewJ/Edit Acct !
e cete start Date End Date Total
Code
07 TDY
07 RES FEE $200,00 Category Alloved actual
COM, CARRL -] $352.80 $352.80
o7 Tow v s1,127.01 LODGING : $255.00 $255.00
MAEIE $220.50 $220.50
MILEAGE : $19.40 $19.40
Amount that is not alocated:  $0,00
OTHER : $101.25 $101.25
Calouiate Totals I PHOME SALLS $12.00 $12.00
REMTAL CAR. : 5108.08 $106.06 i
TRAMSPORT : $25.00 $25.00
Save Allocations I cancel I
07 TDY Sub Total: $1,127.01 $1,127.01
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Chapter 7: Actual Expense Allowance (AEA) in the Defense Travel

System (DTS) - (Step 6 in Chapter

2 “Create an Authorization:

Traveler Instructions”)

The NRL policy regarding the Actual Expense Allowance (AEA) remains unchanged from the NRL Instruction
4650.18E (specifically in paragraph 0508) except for the following two changes applicable specifically to travel

orders/authorizations prepared in DTS:

(1) Request and approval of AEA will be documented within DTS; procedures are discussed below. The request

and approval of AEA via a separate memo is no longer required.

(2) Per Appendix O of the JTR and JFTR: “If the CTO can find only lodging that costs more than the published
maximum rate, the AO may authorize the higher amount, such that the actual lodging cost and the per diem M&IE
does not exceed 300% of the published rate (lodging plus M&IE).” This higher threshold is applicable only to travel

orders/authorizations prepared in DTS. The Approving Official

(AO) should use due diligence in allowing any

deviation from the standard per diem rates. Any AEA must be fully documented/justified, particularly using the

higher threshold.

1. AEA s initially recorded in DTS when creating a travel authorization, specifically refer to Step 6 in Chapter 1

“Create an Authorization: Traveler Instructions.”

Expenses

tinerary TraveMcmunting Additional Options  Review /Sign

' Hon-Mileage Mileage

[le [dt Yew Fgortes Jook el

(comcast - =] ysearch =

2 B |3+ Elveted « [y - | @5ecrky = [0 = 2067 « | & Chorets =

Per Diem Entitlements

Substantiating Records

=lEl =l

EThe Fan +

LBEEY [ BOwIE Sereen ID: 10221

LBEEY [ BOWIE

e

TOSH007_AT

Heip

Traveler Name: Document Type:

4. Defense Travel System
A New Lra of Government Travel

_—

)

it of o tieen allousancrs fon loxigig ced sl Fircicdent s for mach dny of your $rip. Ths “scit™ ik aloas you fo ¢

ok preeided, e16. | for o spcific date or dabe rarge. The "rrset® Ik chareges the por diem information

Date  Location

O5/Z8/07 DEMVERCOUNTY,OO  :Edt 3 Reset
OR/79/07 DEMVERCOUNTY,CO 5 T Fment
OSFH0N0F  DENVER COUNTT 00

05/31/07 DENVERCOUNTT,SO  sEdie | 3 Reset

1. In the Expenses module, select the Per Diem
Entitlements tab. Select dit button link

is applicable to only a portion of the
TDY. Select the Edit All button at the bottom of

(Use the Reset and Reset All buttons to restore
the lodging rates to the original amounts.)

] avascrigniprotesdiprocesd, ru-lodgam. v, T
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2. The page will refresh to appear similar to the screen shown below. Under the light blue heading titled “Per Diem

not charged to
NUS, foreign taxes

=l8l=l

& |3 - | Elveded - [ - & Seanty - (@

D7D Sereen I0: 10211 -
@ Defense Travel System Iinrary |r.\mwkmm|ing addtional Options  Review/Sigg
R A New Era of Government Travel
Hon-Mileage  Mileoge  JTTNNEICHITSUIGEY  Substantistin Secords
i ity 3pply GRS O 1P CCeen £ 8 CATLAT dBR8 00 1 vty Thacuapr cate. 1 sncuarec to chngs
e travelers, iz Ftion method. Then, select the "distribute coat”

B to distribute aopropriately to travelrs, |
[r DENVER COUNTEY 20
Wahses Agoly From Date: 05/

Walses Appiy Through:

e s e e e S
pes such a3 he
Per [ I~
L 3 3 view experae detats / currency caloulator

Check, ol of the folosing that apchy

T Feses
T icacom bty i nmsmaarin Pussatase
&) Cone S [ Inkermet

/3 https://dtsproweb.defensetravel.osd.mil - Defense Travel System - Welcome to DTS - Microsoft Internet Explorer presented by Com' =8|

File Edi Yiew Favortes Tooks Help

(€omeast - || Qusearch - 2 | f |23 - | Everfied - |[Bin - | & secuiy ~ [ - | ZteeF - | € channels ~ | @E)TheFan -
FrowTaET ot T =

€ occasional

" Special Rate

Qther Per Diem Entitlement:

If you need to claim actuals for lodging, take leave, designate OCOMUS incidental amount, of indicats In Flace, you may check the appropriats
box. Orily one aption may be applied to a specified date r the date range used for the "Values apply Through” Date.

© W tner er i Eniments 3. Scroll down to the section with the light blue
o tome heading titled “Other Per Diem Entitlements.” Click

Chieck. hiere I you are taking leave for the shove date or date range,

© vy oo e e the radio button next to Actual Lodging.

Check here if you need to use Duty Day(No Per Diem) for the above date or date range.

 on buty Darin I : Is radio button is not selected,

Chieck. here If you need to use Non-Duty Day far the above date or date rangs,

£ huborzedbety AEA will not be documented/requested for the

Check here if you tTaTized Delay for the above date or date range.

R Authorizing Official to review/approve.

Check here if you need to use Actual Lodging for the above date or date range.

¢ OCONUS Incidental Amount - (Lised to reduce the daiy incidental rate to the minimum, )
Check here if your AC determines the minimum default incidental rate appiies far the above date or date range, instead

Once the radio button is selected, the page will
e o ot e 210 o e st 5 ot refresh. Scroll down to the bottom of the page and
Caneel These Entitlement Changes and Return @ CIICk On Save these Entitlements'

Proceed to the folowing page: Accounting Codes - Continue J
] Done: [ [ |8 | mtemet

4. Complete the remaining Steps 6, 7, and 8 (following Chapter 2 “Create an Authorization: Traveler
Instructions”). During Step 9, additional information will be required to complete the AEA request/justification
process.
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n Review / Sign

Itinerary Travel Expenses Accounting Addflionaloptionm

AIEEYW Other Auths,  Pre-Audit Digital Signature

5. In the Pre-Audit tab of the Review/Sign module, Actual Expense will appear as a “Flagged” item, as shown
below. The Traveler (or Division Travel Clerk) will enter an appropriate justification (Do not use any special
characters in any text box such as $,* etc.) for the use of the higher AEA rather than the standard per diem rates.
For example, a typical justification for the use of AEA is when staying at a hotel hosting a conference so that “By
staying at the conference hotel no rental car, gas, or parking will be needed. This is less costly to the government.” ___
This justification is recorded in the box for “Justification to Approving Official.”

3 Defense Travel System - Welcome to DTS - Microsoft Internet Explorer ;Iilil

File Edit Wiew Favorites Tools  Help |
Y_’ - £v| j Search Wweb [~ | & =+ &~ | =0 Mall ~ Q3 My v¥ahoo! - &g Basketball - > |'ﬁ%g <

5 =] TIOCOTETIC Ty e, SO LT mﬁ
% DEfense Travel syStem Itinerary Travel Expenses Accounting Additional OplionM
A New Era of Government Travel
Preview Other Auths. Digital Signature

Help for this screen

Below are any items that were "flagged" for thiz trip. You must provide comments in the 'Justification to Approwving Official' text field for
flagged items where required, When you are finished, or if there are no flagged items, click "Proceed Tao Digital Signature,”

Dol mandates split disbursement for transportation, lndging and rental car expenses, Click here for memorandum

Conztructive Trawvel Worksheet

2 Items have been Flagged in this Travel Document

1. Reason Flagged Rem Description * Justification to Approving Official =Help =

+ ACTUALS EXPERSE + ACTUAL EXPEMSE ALLOWARCE

By staying at the conference hotel no rental car, 4‘."

REQIUESTED, X ’ =
2az or parking will be needed, This iz less costly to
the government.
=
2. Reason Flagged Rem Description * Justification to Approving Official =Help = LI

6. Once the travel authorization is signed by the traveler, the Reviewing and Approving Officials will be able to
evaluate the justification, and the associated higher costs, before making a decision to approve the AEA.
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Chapter 8: Correcting Unallocated Travel Charges

Until further notice, Unallocated Travel will be corrected by the NRL Travel Office. Division
Administrative Officers will receive e-mail correspondence from the NRL Travel Office advising
of corrective action or requesting information.

Unallocated Travel Charges refer to travel costs/obligations recorded in DTS against a closed,
expired, non-existent, or otherwise invalid job order or overhead function. Unallocated travel
costs will be charged to Division overhead, via production overhead function 6001, G&A
overhead function 7001, or Service Center function 4001. The job order/function entered in DTS
is verified in the NRL IMPS after the Authorizing Official approves the Travel Authorization. If
the job order/function fails the verification (e.g., job order is closed, non-existent, wrong format)
then the costs will immediately be charged/obligated to the Unallocated Travel Costs function
and appear in the “Unallocated Travel Charged to Division Overhead” report. This report is an
ADHOC report that is continuously updated as transactions are passed from DTS to NRL IMPS.
The occurrence of Unallocated Travel Charges do not delay or otherwise interfere with
processing Travel Authorizations (reservations or approval) in DTS.

Shown below is the “Unallocated Travel Charged to Division Overhead” report as it appears
online; the report can also be printed.

:3 http:/ /imps-portal.nrl.navy.mil: 7779/reports;/ rwservlet? - Microsoft Internet Explorer - |E|ﬂ

File Edit GoTo Favorites Help ﬁ
&Back - = - ot | Qsearch [GlFavorites A Media ®| S-S Wl - i

Address I@ http: ffimps-partal. nrl.nawy. mil: 7779]report s/ rwserviet? j 6>Go | Links **
Y_’ - zvl j Search web | = | & ' @v | =] Mail - @ My ¥ahoo! - f_‘j Shopping - fed |'ﬁ?_.:| -

BAR & e NG € @O - P o

Unallocated Travel Charged to Division Overhead
As of 13-JUN-0T
Division: 3600
Branch: 5600
Section: 5602
Job Order:  58-6001
Doctament Numbar DTS Coet Cods Travelar Mama Travel Date Obligation amt

MNID1730TRAVCVESS SEET2IFT22 KERSHERSTEN, JOHN C D5-JUN-2007 3538
Invalld Cost Code length. Cost Code must be 11 0r 3 characters In lengih.

Division: 5700

Branch: 5700
Section: 5702

Job Order:  57-6001
Document Numbar DTS Cost Cods Travelar Hama Travel Date Obilgation amt

MNID17I0OTRVQSACT ST1E28LT523 RAMSEY, SCOTTA 20-APR-2007 8312
The Jab ander was closed prior to the tp start dste:

Error message  [nwn zane
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Each record on the Report contains the following information:
Document number, comprised as follows:
UIC (N00173)
Fiscal year indicator (08)
Travel type indicator (i.e. TO for TDY/TAD or RV for local travel)
5 digit TANUM (TANUM is an alpha numeric number randomly assigned by DTS)
DTS Cost Code: This is the job order or function as entered into DTS.
Traveler’s Name
Travel Date: The start date of TDY as entered into DTS
Obligation Amount: The total amount of estimated entitlements of the Travel Authorization as
entered into DTS.
Error Message: The reason that the job order or function is invalid; this reason is located on the
line below the record containing the above elements.

There are 10 reasons, or Error Messages:

1. The job order does not exist.

2. The job order was closed prior to the trip start date.

3. Invalid Cost Code length. Cost Code must be 11 or 8 characters in length.
4. The appropriation that funds this job order has lapsed.

5. The source code for this job order has been finalized.

6. Invalid cost element for local travel.

7. Invalid cost element.

8. Invalid cost element for CBA.

9. Cost element 29 is only valid for CBA transactions.

10. Cross charge not authorized.

Correction Process:

Once a Travel Authorization appears on the “Unallocated Travel Charged to Division Overhead”
report, the Travel Office staff shall take the necessary action to resolve the error.
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Chapter 9: Acceptance of Contributed Travel

NRLINST 4650.18E, Chapter 0225, Para 1a, 1c-e and Para 2a-d provide general guidance and
instructions for preparing the Contributed Travel form (HQ-NRL 4650/3).

Code 1008 requires that a copy of the Travel Authorization be attached to the Contributed Travel
form for the legal review of the acceptance of contributed travel. Accordingly, the traveler shall
print/attach a copy of the DTS Travel Authorization using the DD1610 format. For the purposes
of this review Code 1008 requires only the traveler’s signature on the DD1610.

When preparing the Travel Authorization in DTS, the traveler must state that Contributed Travel
is being received in conjunction with this TDY/TAD; this statement shall be entered in the
“Comments to the Approving Official” section (in the “Review/Sign” module). The traveler shall
“Sign” the Authorization to ensure reservations are held.

The Division shall complete the Contributed Travel form (signed by the Division Head), attach
the DD1610 and any other documentation, and manually route to Code 1008 for review and
approval.

Once the Contributed Travel form has been approved/signed by Code 1008, the ADOR/Code
8000, and/or Code 1000, and returned to the Division, the traveler/travel clerk must upload the
approved Contributed Travel form and associated documentation as a substantiating document.
The Administrative Officer shall ensure that the completed Contributed Travel form is uploaded
with the Authorization prior to stamping it “Reviewed”.

If the Contributed Travel request is disapproved, appropriate adjustments must be made to the
Travel Authorization in DTS.
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Chapter 10: Sample Forms/Documents

Travel Authorization — printed out in the Gov + format (standard DD Form 1610)
Travel Authorization — printed out in the DTS default format

Local Voucher — printed out in the DTS default format (note: local vouchers are only
available for print in the DTS default format)

Travel Voucher — printed out in the Gov + format (standard DD Form 1351-2)
Travel Voucher — printed out in the DTS default format

Trip Itinerary

DTS Fax cover sheet — for uploading substantiating documentation

Tax Exempt form

Cross Charge Authorization Memo

. Direct Cite Form

. DD 1351-2 for additional approval — Sample
. Instructions for User Registration

. Common Pre-Audit Flags
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REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL 1 WM‘:‘%‘!‘EQ“E“
{ : Joint Travel Regulations (JTR), Chapter 3) )
(Read Privacy Act Statement on back before completing form.) 20070526
REQUEST FOR OFFICIAL TRAVEL
2. NAME (Last, First, Middle Iniai 3. SOCIAL SECURITY NUMBER 4. POSITION TITLE AND GRADE/RATING
DTMOPRO-Z, Eric 973-0€6-6436 AD-00
5. LOCATION OF PERMANENT DUTY STATION (PDS) 6. ORGANIZATIONAL ELEMENT 7. DUTY PHONE NUMBER
{include Area Cods)
DTMC Proliferation [T 888-347-2222

8. TYPE OF ORDERS 9. TDY PURPOSE (see JTR, Appendix H) | 10a. APPROX NO. OF TDY DAYS b. PROCEED DATE

AA-ROUTINE TDY/TAD |[CONFERENCE ATTENDANCE (Including travel time) (YYYYMMDD)

See next page 8 20070806

11. ITINERARY | VARIATION AUTHORIZED

FROM: RES: ARLINGTON, VA RETURN TO: RES: ARLINGTON, VA

TO: SAN DIEGO,CA

TO: NEW CASTLE®@ [OTHER] , GBR

TO: LONDON,GBR
12. TRANSPORTATION MODE
a. COMMERCIAL b. GOVERNMENT c. LOCAL TRANSPORTATION
RAIL AR BUS SHIP AR VEHICLE| SHIP CAR TAX) OTHER | PRIVATELY OWNED CONVEYANCE (Check one)

X RENTAL X RATE PER MILE:
ADVANTAGEOUS TO THE GOVERNMENT

E AS DETERMINED BY APPROPRIATE TRANSPORTATION OFFICER {Overseas Trave! only) MILEAGE REIMBURSEMENT AND PERDIEM IS
LIMITED TO CONSTRUCTIVE COST OF

COMMON CARRIER TRANSPORTATION AND

PER DIEM AS DETERMINED AND TRAVEL

TIME AS LI!MTED PERJTR
13. | | a. PER DIEM AUTHORIZED IN ACCORDANCE WITH ITR | [ b OTHEF = DIEM [Spacity) 22 L/ O3
14, ESTIMATED COST 15. ADVANCE
2 PERDIEM B TRAVEL T OTHER (3 o AUTHORIZED
$ 1,645.30 % 1,002.26 |3 394 .00 |3 3,041.56 | 0.00

16. REMARKS (Use this space for special requirements, leave, excess baggage, accommeodations, registration foss, etc.)
Traveler is non-exempt from the mandatory provisions of the TTRA.

The 'Travel and Transportation Reform Act of 1998’ stipulates that the
government -sponsored, contractor-issued travel card shall be used by all
U.S. Government personnel (civilian and military) to pay for costs incident
to official business travel unless specifically exempted by authority of
the Administrator of General Services or the head of the agency.

Government travel cardholders shall obtain cash, as authorized, through
automated teller machines (ATM), rather than obtaining cash advances from
a DoD disbursing officer.

IREMARKS continued on next page

17. TRAVEL-REQUESTING OFFICIAL (Tile ar/ < gratime 18 TI:R‘_AVEL-APPR__O_\{IN@!P_!REQ:I’TNG OFFICIAL (Title and signature)

AD-00

AUTHORIZATION

19. ACCOUNTING CITATION

000173%97***X**4930~NH4A 2107 777770000173 2F*N*00173********55123407578""

200.00
IACCOUNTING CLASSIFICATION continued on next page
20. AUTHORIZING/ORDER-ISSUING OFFICIAL (Title and signature) 21. DATE ISSUED (YYYYMMDD)
20070526
22. TRAVEL ORDER NUMBER
DD FORM 1610, JAN 2001 PREVIOUS EDITION |S OBSOLETE.

-1
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REMARKS (Continued) :
Submission of travel claims shall be submitted within five (5) working days
of return to or arrival at the Permanent Duty Station (PDS). In the case of
extended TDY/TAD (over 45 days), the traveler shall subnit a claim for each
30-day period. That claim must be submitted within five (5) days after
each 30-day pericd.

If the trip itinerary is canceled or changed after tickets or
transportation requests are issued to the traveler, the traveler is
liable for their value until all ticket coupons have been used for
official travel and/or all unused tickets or coupons are properly
accounted for on the travel reimbursement voucher.

The use of a Government-Contracted Commercial Travel office (CTO) to
arrange official travel is mandatory. If the contracted CTO is not used
to make official travel arrangements, the traveler must provide a
statement in detail as to exactly why the CTO is not available or
otherwise not being used.

Reimbursement claimed for manually entered expense (s) : internet access.
Authorizing Official has specifically approved reimbursement for the
manually entered expenses(s).

annual leave approved by supervisor

atm advance authorized for M&IE
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DATE: 05/27/07 TRAVEL AUTHORIZATION (Continuation page)
TRAVELER: DTMOPRO-Z, Eric

PURPOSE OF TDY
to attend the annual IEE conference, and a site visit to NATO
ACCOUNTING CLASSIFICATION (Continued):

000173297~ ~*X**4930~NH4A*210°7777740%000173*2F "N 00173 *******55123407521""
2,841.56

-2
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Preview: EDSANDIEGOCA080607_A13 Adjustment: 0 Page 1 of 5

==omz=z==s=ss========

05/27/07 TRAVEL AUTHORIZATION | DOC NO: EDSANDIEGOCAQ80607_Al

PAGE 1 ** Read Privacy Act On Last Page ** | AUTH NO:
CESSSCSEES S E S C oSS T S S E S ES E E EE ETE CEEEEEEsS S S S S S SESSSSSSSIESTEE=ES
1) NAME: DTMOPRO-Z, Eric . SSN: 973-06-6436
ADDR: 123 anywhere street PHONE: 888-347-2222
MAIL CD:
Arlington, VA 22203 ORG: DTMO Proliferation T
TITLE: C AD-00
DUTY: TZ: 6 SEC CLR:
RES: Arlington, VA CARD: CARD HOLDER
HOURS: 8
Tech Status NC Air Crew Status
2) AUTH NO: DATE: 05/26/07 TYPE: AA-ROUTINE TDY/TAD

3) TRAVEL PURPOSE: CONFERENCE ATTENDANCE
to attend the annual IEE conference, and a site visit to NATO

4) GENERAL ITINERARY

DATE TIME DEPARTED/ARRIVED LOCATIONS PER DIEM RATE
08/06/07 D-RES: ARLINGTON,VA
08/06/07 A-SAN DIEGO,CA 131/64
08/09/07 D-SAN DIEGO,CA
08/09/07 A-NEW CASTLE@ [OTHER] ,GBR 199/117
08/12/07 D-NEW CASTLE@ [OTHER] ,GBR
08/12/07 A-LONDON, GER 337/181
08/13/07 D-LONDON, GBR
08/13/07 A RES: ARLINGTON, VA
08/09/07 ANNUAL LEAVE 8.00 HOURS
5) OTHER AUTHORIZATIONS 6) EST COST ADV AMT
MANUALLY ENTERED EXPENSE (S) (1) COM. CARR 910.20 0.00
ANNUAL LEAVE OR NON-DUTY DAYS(2) LODGING 918.55 0.00
ATM Advance Authorized(3) M&IE 726.75 0.00
MILEAGE 19.40 0.00
OTHER 374.00 0.00
PHONE CAL 20.00 0.00
RENTAL CA 72.66 0.00
TOTAL 3041.56 0.00
| ADVANCE AUTHORIZED 0.00

7) PRE-AUDIT JUSTIFICATIONS
ACCT CODES INVALID ACCT CODE(S) ENTERED NOT VALID IN MASTER
LIST. SEE FINANCE DZFENSE TRAVEL
ADMINISTRATION (FDTA) FOR ASSISTANCE.

JUSTIFICATIONS: 07 REG FEE
FTRT NS

CHANGED :
cC: 55123407578

-\

https://dtscdcwebgov.defensetravel.osd.mil/cgi-bin/wspd_cgi.sh/WService=dts EWTS01_... 5/27/2007

07 TDY
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Preview: EDSANDIEGOCA080607_A13 Adjustment: 0 Page 2 of 5
FIELDS
CHANGED:
(o] 55123407521
ACTUALS EXPENSE ACTUAL EXPENSE ALLOWANCE REQUESTED.

JUSTIFICATIONS: by staying at the conference hotel I will be
able to participate in early morning and
late night meeting/working groups.

FOREIGN TRAVEL FOREIGN TRAVEL DOC. SEE DEFENSE TRAVEL
ADMINISTRATOR (DTA) PERSONNEL FOR SPECIAL
PROCESSING REQUIREMENTS.
JUSTIFICATIONS: ADVISORY
LEAVE REQUESTED LEAVE HAS BEEN REQUESTED ON THE DOCUMENT.
THIS LEAVE REQUEST MUST BE PROCESSED IN
ACCORDANCE WITH UNIT SOP. ENSURE THAT NO
EXPENSES HAVE BEEN CLAIMED ON LEAVE DAYS.
JUSTIFICATIONS: ADVISORY

POSSIBLE EXCESSIVE EXPENSE THIS EXPENSE EXCEEDS THE STANDARD THRESHOLD
AMOUNT -> Public Transit > 25

JUSTIFICATIONS: cost estimated based on previous experience

POSSIBLE EXCESSIVE EXPENSE Hotel Room Tax EXISTS FOR OCONUS TRAVEL FOR
08/06/07.

JUSTIFICATIONS: hotel taxes expense is for San Diego TDY

8) ACCOUNTING CLASSIFICATIONS EST COST
07 REG FEE - 000173%97***X**4930"NH4A"210"77777°0%000173"2F"N"00173"
SANANAAEE123407578%° 200.00

07 TDY - 000173%97***X**4930"NH4A*210"77777"0"000173"2F "N"00173"*"**
AMAER123407521°7 2841.56

9} REMARKS
Traveler is non-exempt from the mandatory provisions of the TTRA.

Transportation expenses on this itinerary indicated as GOVCC-Individual
are billed to an individually billed account and are reimbursable to
the traveler.

The 'Travel and Transportation Reform Act of 1998' stipulates that the
government -sponsored, contractor-issued travel card shall be used by all
U.S. Government personnel (civilian and military) to pay for costs incident
to official business travel unless specifically exempted by authority of
the Administrator of General Services or the head of the agency.

Covernment travel cardholders shall ohtain cacsh, as authorized, through
automated teller machines (ATM), rather than obtaining cash advances from
a Government disbursing officer.

-3

https://dtscdewebgov.defensetravel .osd.mil/cgi-bin/wspd_cgi.sh/WService=dts EWTS01 ... 5/27/2007
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Preview: EDSANDIEGOCA080607_A13 Adjustment: 0 Page 3 of 5

Submission of travel claims shall be submitted within five (5) working days
of return to or arrival at the Permanent Duty Station (PDS). In the case of
extended TDY/TAD (over 45 days), the traveler shall submit a claim for each
30-day period. That claim must be submitted within five (5) days after
each 30-day period.

If the trip itinerary is canceled or changed after tickets or
transportation requests are issued to the traveler, the traveler is liable
for their value until all ticket coupons have been used for official travel
and/or all unused tickets or coupons are properly accounted for on the
travel reimbursement voucher.

The use of a Government-Contracted Commercial Travel Office (CTO) to
arrange official travel is mandatory. If the contracted CTO is not used to
make official travel arrangements, the traveler must provide a statement in
detail as to exactly why the CTO is not available or otherwise not being
used.

(1)

Reimbursement claimed for manually entered expense(s): internet access. Au
thorizing Official has specifically approved reimbursement for the manuall

vy entered expenses(s).

(2)

annual leave approved by supervisor

(3)

atm advance authorized for M&IE

===o==ssssos=s===—====s=======================================11) FUNDS OBLIGATED======

10) AUTHORIZED BY TITLE DATE| INITIALS | DATE

12} GTR/TICKET NO VALUE CR CLS DATE FROM TO
See Attached Ticket 0.00 WN

BWI SAN
See Attached Ticket 0.00 AA

SAN LHR
See Attached Ticket 0.00 UA

LHR BWI

=== EEaEsEEszZS===

13) ITINERARY AND TRANSPORTATION EXPENSES - doc.trip NO

1
DATE TIME DEPARTED/ARRIVED LOCATIONS MODE cosT DESCRIPTION
os/0s/07
D-RES: ARLINGTON, VA
08/06/07 cp 159.40 Comm Air (Indiv B
08/06/07
A-SAN DIEGO,CA
08/06/07 CA 72.66 Commercial Auto-T
08/09/07

D-SAN DIEGO,CA

-3
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08/09/07
08/09/07

A-NEW CASTLE@ [OTHER], GBR
08/12/07

D-NEW CASTLE@ [OTHER],GBR
08/12/07

A-LONDCN, GBR
08/13/07

D-LONDON, GBR
08/13/07

TRAVEL AUTHORIZATION

CP

PAT

PAGE 4 ** Read Privacy Act On Last Page **
S SSSECSESS S S S S S S S S S S S S S ST S S S S S S T S S EE S SCS S SSrESSSS S S S sS S SSE s SEsmsIaEsSsEE==SESsE

13) ITINERARY AND TRANSPORTATION EXPENSES - doc.trip NO

DATE TIME DEPARTED/ARRIVED LOCATIONS MODE
08/13/07 cp
08/13/07

Defense Travel System (DTS) User's Guide
NRL Version 2.0

Page 4 of 5

225.10 Comm Air (Indiv B

19.40 Pvt Auto-Terminal

Mileage: 40 Rate: .485

====mazsS==o=TRE

EDSANDIEGOCA080607_Al

| AUTH NO:

1

COSsT DESCRIPTION

525.70 Comm Air (Indiv B

14) SUBSISTENCE AND OTHER REIMBURSABLE EXPENSES

ACTUAL LODGING MEALS M&IE

08/06 134.10 134.10 48.00
ACTUAL LDG: 134.10

08/07 134.10 134.10 64.00
ACTUAL LDG: 134.10

08/08 134.10 134.10 64.00
ACTUAL LDG: 134.10

08/09 0.00 0.00 0.00
ANNUAL LEAVE - 8.00 HOURS

08/10 199.00 199.00 117.00

08/11 199.00 199.00 117.00

2-4

P-DIEM
DATE LODGING ALLOWED B L D ALLOW RATE

OTHER EXPENSES AMOUNT
Authorized Business Cal 20.00
Registration Fees 200.00
Hotel Room Tax 80.00
Parking - Terminal 32.00
internet access 20.00
Public Transit 42.00

0.00
0.00
0.00
0.00
0.00
0.00
5/27/2007
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08/12 118.25 118.25 181.00 0.00
08/13 0.00 0.00 135.75 0.00

7;;8 5; 726.75 394.00
======RATE TABLE DATE:IO/01/06======================_______l_s=== ________ = =
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E=s==—=sS=ssssssoo=sss—SssoS=SSSSSSSSSEZE=sss=SSSSSSSSSSSSSSESSSSS==S=SS==S=SSSSSSSSsSZs==ss

Local Travel Claim for Reimbursement - Defense Travel System

Voucher:
Page 1 Auth. No:
Name : DTMOPRO-2, Eric SSN:
Address: 123 anywhere street Office Phone:
DTS Org:
Arlington, VA 22203 Grade/Rank:
TTRA Status:

SEsSSSsSoxsass

Expenses

Actual Allowed Me

Date Expense Type Event Purpose Per Diem Location Cost Cost Re
01-May-07 Tolls (highway Local Conferenc $6.00 $6.00 Pe .
01-May-07 Parking - Local Local Conferenc $20.00 $20.00 Pe

Z=z==sooosSsssSsESIIsES===s

Mileage:

Norm

Comm

Odom Mile/ P

Date From Location To Location Expense Type Miles Cost R
0l1-May-07 RES: ARLINGTON, V baltimore, md Private Auto Mileage 50 10 s
01-May-07 baltimore, md RES: ARLINGTON, V Private Auto Mileage 50 10 i
30-Apr-07 RES: ARLINGTON, V baltimore, md Private Auto Mileage 50 10
30-Apr-07 baltimore, md RES: ARLINGTON, V Privatae Auto Mileage 50 10 .

Total:

==========s=s=====g=azas=

SSSana=aazzss=IS

Total Amount Claimed: $103.60
==aCOMMENTS======2aaza=z===z======= sz=========
Attending a local Conference for two days.

Accounting Classification Code

==ssssss

=s==s===s==

MILEAGE-PD 77.60

OTHER-PD 20.00

TRANSPORT- PD 6.00

07 LOCAL 103.60
000173797*""X""4930"NH4A 210" 7777770000173 2F*N* 00173~ ****~**55123407523**

ST E R T S S T S S S S S S SSSSS T SEEES SS T T SE NS S S S S S CS S S S SSSSESSSSSERESSS S

PRE-AUDIT JUSTIFICATIONS
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MULTIPLE RESIDENCE ON DATE 04/30/2007,05/01/2007 - MUST JUSTIFY

MULTIPLE LOCAL TRAVEL TO/FROM RESIDENCE ON

SAME DAY.

JUSTIFICATIONS: local conference

ACCT CODES INVALID ACCT CODE(S) ENTERED NOT VALID IN MASTER
LIST. SEE FINANCE DEFENSE TRAVEL
ADMINISTRATION (FDTA) FOR ASSISTANCE.

JUSTIFICATIONS: 07 LOCAL

FIELDS CHANGED:
oc: 55123407523

TEEESSENESSSSSSSETESESSESSSSSSSER

EE P P T LT P e L e e el e et

I certify that this voucher is true and correct to the best of my knowledge and bel
and that payment or credit has not been received by me.

===== =zsrorssrEsSSsSSSooSSassoosSsssSSED

Claimant Signature

I have reviewed the travel claim as signed by the traveler and agree that the Gover
should pay the claim. My review was conducted in accordance with DOD substantiatio
certifying officer requirements. This claim is certified correct and proper for pa

Authorizing Official/Certifying Official Signature

=SS SSEEIESE

Payee Signature:

| Payment made by Check No.

=

Finance Office Comments/Computation:

------- Sam s=z====EEnaa - EESSEEEESSOCSSaSARARSSEEETES oSS AITRIERETES

3-2
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TRAVEL VOUCHER OR SUBVOUCHER Read Privacy Act Statement, Penalty Statement, and Instructions
1. PAYMENT on back before p g form. Use typ , ink, or ball point
X | Erectronic Fund Transfer(EFT) %:‘wmhﬁmm pen. PRESS HARD. DO NOT use pencil. If more space Is needed,|
Payment by Check s___2263.18 continue in remarks. EPSANDIEGOCADB0607 V06
z TLast, Fost, TGPt oF type) [ 1 GRADE 455N £ 23 sppiicabie]
DTMOPRO-Z, Eric AD-00 973-06-6436 X [rov MembenEmployes
5 RDGRESS o NUVGER AND STREET oo TITATE T4 2P CO0E ocs oer
123 anywhere street JArlinqton VA 22203 (Oependent(s) oA
¢ EMAL ADORESS eric.z@nrl.navy.mil 0. FOR D.0. USE ONLY
DAV TELEPHONE NURBER & | 4 TRAVEL GROEN NUWBER E PREVIOUS COVERRIENT PAVUERTS | L DOVOUGERMWNEER |
AREA CODE ADVANCES
888-347-2222 ONYIOS
3 Travel Advance - . NUMEER
DTMO Proliferation T - 0.00
a8 ©. PAlI
ACCOMPANIED UNACCOMPANIED orouE S Cote)
3. NAME mrmmm—"rrzlm [c.DATE OF BIRTH
OR MARRIAGE |
Ly GOODS SHIPPEDT d. COMPUTATIONS
| ves X|no in in
15. ITINERARY NE;W REASON [y 3
3505 ™ el G et e dam | “Gosr | ames
D8/0EF| RES: ARLINGTON,VA CP
D8/08"®| SAN DIEGO,CA TD 402.30
D8/08P*| SAN DIEGO,CA CP
08/10*""[ NEW CASTLE@ [OTHER] TD | 398.00
08/1P"]| NEW CASTLE® [OTHER]
08/1P"R| LONDON, GBR TD | 147.81
0D8/18°"] LONDON, GBR CcP
08/13"“_“} RES: ARLINGTON, VA MC 50
BEP
ARR
oEP | o SUNRIARY OF BAVRENT
AR (1) Per Diem 1765.86
DEP (2) Actual Expensa Alowance 0.00
i’ () Mieage 24.25
6.POC TRAVEL (X cne) x]oww_opeﬁit_s' 1 7. DURATION OF TDY TRAVEL (4) Dependent Travel 0.00
18. REIMBURSABLE EXPENSES 12 HOURS ORLESS [C7Y 0 N 00
2 DATE . NATURE OF EXPENSE [ ¢ AMOUNT | 4 ALLOWED | (6) Reimbursable Expenses 1415.07
D8/06 |Comm Air (In 159.40 MORE THAN 12 HOURS _ ) Toual 3205.18
08/06 |Parking - Te 28.00 SITMICHERORES: [t Aowncs 0.00
08/06 |Authorized B 25.00 X (5} Amoyet Cimd) 0.00
08/06 |Registration 200.00 MORETHANBNOWS | TiAmomue 3205.18
0D8/06 |Hotel Room T 80.00 . =
Da/os GaSC LiHE'Ren 50 i 00 a. DATE b. NO. OF MEALS a. DATE b. NO. OF MEALS
D8/06 |Commercial A 96 .87 08/07/0% D
(70, CLATVANT STGRATURE 5 OATE = SOPERVIEOR SICRATURE T DATE
(772, APPROVING OFFICER SIGNATURE B DATE
L::me‘iﬁﬁ
CCOUNTING CLASSIFICATIONS continued on CONTINUATION page
23 COLLECTION DATA
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. - and Date or Check No.) 28. Al PAID
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3205.18
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ER OR SUBVOUCHER
TRAVEL ngﬂgﬂ':am i PAGE 5  OF PAGES
, ST, or
MOPRO-Z, Eric EDSNW{W
aDATE b POACE WEANS! | REASON o 1.
ol R e =
DEP
ARR
|
ARR
DEP
ARR
DEP
ARR
DEP
ARR
DEP
ARR
DEP
ARR |
DEP
= |
i [
ARR |
DEP
ARR s
DEP
ARR
DEP
ARR
DEP
ARR
DEP
ARR
DEP
ARR
TE NEIWEURSABLE EXPENSES ™
3. DATE b. NATURE OF EXPENSE ¢. AMOUNT d. ALLOWED |
08/09 Comm Air (Indiv Bill 225.10
08/13 Internet fee 20.00
08/13 GOVCC ATM ADVANCE FE 5.00
08/13 Comm Air (Indiv Bill 525,70
-
3 DATE B NO OFNMEALS | a DATE b, NO. OF MEALS
9 REWARKS
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PRIVACY ACT STATEMENT

AUTHORITY: 5 U.S.C. Section 5701, 37 U.S.C Sections 404-427, 5 U.S.C. Section 301, DoDFMR 7000.14-R, Vol. 9, and E.O. 9397.

PRINCIPAL PURPOSE(S): This record is used for reviewing, approving, ac g, and disbursing money for claims submitled by Depariment
of Defi {DoD) travelers for official G travel. The Sacial Security number (SSN) is used to maintain a numerical identification
fling system for filing and retriaving individual claims.

ROUTINE USE(S): Disclosures are pemmitted under 5 U.S.C. 552a(b), Privacy Acl of 1974, as amended. In additicn, information may be
disclosed lo the Inlernal Revenue Service for travel aliowances, which are subject to Federal income taxes, and for any DoD "Blankel Rouline
Use' as published in the Federal Register.

DISCLOSURE: Voluniary; however, failure lo fumish information requested may result in total or partial denial of amount claimed.

PENALTY STATEMENT

There are severe criminal and civil penaities for knowingly submitting a false, fictitious, or fraudulent claim (U.S. Code, Title 18,
Saections 287 and 1001 and Title 31, Section 3728).

INSTRUCTIONS
ITEM 1 - PAYMENT ITEM 15 - ITINERARY - SYMBOLS
Member must be on electronic funds (EFT) to participate in spiit 15¢. MEANS/MODE OF TRAVEL  (Use two lefters)
disbursemant. Split disbursement is a payment method by which you i
may elect lo pay your official travel card bill and forward the GTRITKT T Automobile -A
remaining settiement dollars to your predesignated account. For Government Transportation -G Motorcycle  -M
example: $250.00 in the ‘Amount to Government Travel Charge Conan:;ual Transportation Bus 8
Card' block means that $250.00 of your trave! settlement will be (Own oxpense) £ x"‘ ;
slectronically sent 1o the charge card company. Any dollars Privately Owned - 2
remaining on this settiement will automatically be sent to your Conveyance (POC) P Vessel v
predesignated account. Should you elect o send more doliards than -
you are entitied, 'all’ of the setliement will be forwarded to the charge 15d. REASON FOR STOP
card company. Nolification: you will receive your regular monthly
billing statment from the Government Travel Charge Card Authorized Delay -AD Leave En Routs  -LV
contractor; i will state: paid by Govemnment, $250.00, D due. # you Authorized Return -AR  Mission Complete -MC
forwarded less dollars than you owe, the stalement will read as: paid Awalting Transportation  -AT Temporary Duty  -TD
by Government, $250.00, $15.00 now due. Payment by check is Fospllr Admitance: -HA  Voluntary Retun  -VR
made {o travelers cnly when EFT is not directed. ospital Discharge -Ho
REQUIRED ATTACHMENTS ITEM 15¢. LODGING COST
Enter the total cost for lodging.
1. Original and/or copies of all travel orders and amendments, as
applicable. :
2. Two copies of dependent Iravel authorization ifissued. Q¥ ipon b e wiiaes Frrihed sivor
3. Copies of secrelarial approval of travel if claim concems parents without charge incident to an official 333‘9"“;‘““ sources
who either did not reside in your household before their travel and/or other than ;g t JFT] U4125-A3g and
will not reside in your household after travel. gcmmmen’ meﬁ 3%v00 de BR'! w” 3
4. Copy of GTR, MTA or licket used. ST par: CHSIER Rr iton of i .meal's,l Meals!umishad
5. Hotel/motol receipts and any item of expanse claimad in an 01“ m"':f“d,m or by private i are not
amount of $75.00 o more. S N
6. Other attachments will be as directed.

29, RE

INDICATE DATES ON WHICH LEAVE WAS TAKEN:
Reimbursement claimed for manually entered expense(s): Internet fee.
Authorizing Official has specifically approved reimbursement for the
manually entered expenses(s).

—
DD FORM 1351-2 (BACK), JUL 2002

4-3
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Page 1 of 4

0s5/29/07 TRAVEL VOUCHER | Voucher:
PAGE 1 ** Read Privacy Act On Last Page ** | Auth. No:
1) NAME: DTMOPRO-Z, Eric . SSN: 973-06
ADDR: 123 anywhere street PHONE :
MAIL CD:
Arlington, VA 22203 ORG:
TITLE: C AD-00
DUTY : TZ: 6 SEC CLR:
RES: Arlington, VA CARD:
HOURS: B8
Tech Status NO Air Crew Status
2) FROM TO

08/06/07 08/13/07

-6436

888-347-2222

DTMO Proliferation T

CARD HOLDER

EsssmsmsEaEsS

3) GTR/TICKET NO VALUE CR CLS DATE FROM TO

See Attached Ticket 1 0.00 0 1 sy

See Attached Ticket 2 0.00 AA SAN LHR

See Attached Ticket 3 0.00 UA LER BWI

P e —————— S Ty RpR S L TR T
4) ACCOUNTING CLASS CODE TRIP 3 TRIP 2 TRIP 1 5) FINANCE OFFICE

o7 mEe FEE 7 20500

00017397 **X**4930*NH4A 2107777770 000173 2F "N* 00173~ """~

ArrxxrrxerxTgtt

EEmmm== EESsEESE EEsssSsS===s
6) NON-REIMBURSABLE EXPENSES
TOTAL AMOUNT CLAIMED ---=-=--=sssssscccscca==-- 3205.18
ADVANCE QUTSTANDING ----- 0.00
ADVANCE APPLIED --------- 0.00

NET TO TRAVELER (GOVT) 3205.18|

=Defense Travel System============== ===assEEst{s==========saE==mm=s==
I certify that this voucher is true and correct to the best |8)

of my knowledge and belief, and that payment or credit has VOUCHER NO:

not been received by me. I hereby assign the United States

any right I may have against any parties in connection, with| SCHEDULE NO:

reimbursable transportation charges described above, pur-
chased under cash payment procedures (41 CFR Part 301-10).

CERTIFIED BY:

7) TRAVELER SIGNATURE DATE DATE:
ErErEES S TS S S S SE S SSSESEESENSSSSSEECEEEEEEEEESdS SR AR S S S SSSSSSSSSSSSSIEOESES
This voucher is approved. Long distance telephone calls, 10)

if any, are certified as necessary in the interxest of the
Gove (Note: calls are
included, the approving official must have been authorized
in writing by the head of the department or agency to so
certify (31 U.S.C. 6B0Oa)).

rament .

S-|

CASH RECEIPT DATE

| AMOUNT $

| SIGNATURE

https://dtscdewebgov.defensetravel.osd.mil/cgi-bin/wspd_cgi.sh/WService=dts EWTS01_... 5/29/2007
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9) APPROVED, DATE

Eme= mmam RS S e i

05/29/07 TRAVEL VOUCHER |v°ucher: EDSANDIEGOEAOEOSD'J_VE
PAGE 2 ** Read Privacy Act On Last Page ** |DTMOPRO-Z XXX-XX-:436

"4) ACCOUNTING cLASS CODE  TRIP 3 TRIP 2 w1
o7y T 3,000.18

000173%97***X**4930*NH4A*210"77777" 0000173 2F "N 00173 *** """ *asnunrwuur3]1""

e L L = mmmm——— S S S SO FOU SR p— — A —

DATE TIME DEPARTED/ARRIVED LOCATICNS MODE COST DESCRIPTION
08/06/07 D-RES: ARLINGTON, VA

08/06/07 CP 159.40Comm Air (Indiv Bill)
08/06/07 A-SAN DIEGO,CA

08/06/07 CA 96 .87Commercial Auto-TDY/TAD
08/09/07 D-SAN DIEGO,CA

08/09/07 cp 225.10Comm Air (Indiv Bill)
os/10/07 A-NEW CASTLE®@ [OTHER],GBR

0s8/12/07 D-NEW CASTLE@ [OTHER] ,GBR

08/12/07 A-LONDON, GBR

08/13/07 D-LONDON, GBR

08/13/07 PAT 24.25Pvt Auto-Terminal

Mileage: 50 Rate: .485

08/13/07 cp 525.70Comm Air (Indiv Bill)
08/13/07 A RES: ARLINGTON, VA

(12) SUBSISTENCE AND OTHER REIMBURSABLE EXPENSES

ACTUAL LODGING MEALS M&IE P-DIEM

DATE LODGING ALLOWED B L D ALLOW RATE OTHER EXPENSES AMOUNT
08/06 Parking - Terminal 28.00
o08/06 Authorized Business C 25.00
08/06 Registration Feas 200.00
08/06 Hotel Room Tax 80.00
08/06 Gasoline-Rental/Govt. 50.00
08/13 Internet fee 20.00

5-a
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08/13 GOVCC ATM ADVANCE FEE 5.00
08/06 134.10 134.10 48.00 131/64 0.00
ACTUAL LDG: 134.10
08/07 134.10 134.10 X 38.00 131/64 0.00
ACTUAL LDG:  134.10
MEALS PROVIDED
08/08 134.10 134.10 64.00 131/64 0.00
ACTUAL LDG:  134.10
Y L L L E L b L r P LR R L T L e e e e ittt
05/29/07 TRAVEL VOUCHER | voucher: EDSANDIEGOCAO0B0607_VO
PAGE 3 ** Read Privacy Act On Last Page ** |DTMOPRO-Z XXX-XX-6436

(12) SUBSISTENCE AND OTHER REIMBURSABLE EXPENSES (CONT'D)

ACTUAL LODGING MEALS M&IE P-DIEM

DATE LODGING ALLOWED B L. D ALLOW RATE OTHER EXPENSES AMOUNT
08/09 0.00 0.00 117.00 199/117 0.00
08/10 199.00 19%.00 117.00 195/117 0.00
08/11 199.00 199.00 117.00 199/117 0.00
08/12 147.81 147.81 181.00 337/181 0.00
08/13 0.00 0.00 135.75 337/181 0.00

13) PRE-AUDIT JUSTIFICATIONS
Add GOvVCC-Individual ATM Add GovCC-Individual ATM

JUSTIFICATIONS: Paid cash withdrawl
ACTUALS EXPENSE ACTUAL EXPENSE ALLOWANCE REQUESTED.
JUSTIFICATIONS: by staying conference hotel i will not need
rental car, gas or parking. This is less
costly to the government.
FOREIGN TRAVEL FOREIGN TRAVEL DOC. SEE DEFENSE TRAVEL
ADMINISTRATOR (DTA) PERSONNEL FOR SPECIAL
PROCESSING REQUIREMENTS.
JUSTIFICATIONS: ADVISORY

POSSIBLE EXCESSIVE EXPENSE

Hotel Room Tax EXISTS FOR OCONUS TRAVEL FOR

08/06/07.

JUSTIFICATIONS: claimed hotel tax for san diego only.

===(14) COMMENTS : ====== s
Transportation expenses on this itinerary indicated as GOVCC-Individual
are billed to an individually billed account and are reimbursable to
the traveler.

VER7.1=RATE TBL DATE=10/01/06=Defense Travel System========== =s=zz=szsssssss

https://dtscdcwebgov.defensetravel.osd.mil/cgi-bin/wspd_cgi.sh/WService=dts EWTS01_... 5/29/2007
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REMARKS :

Reimbursement claimed for manually entered expense(s): Internet fee.
Authorizing Official has specifically approved reimbursement for the
manually entered expenses(s).

5-4
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Trip Summary Page 1 of 2

DTS Detailed Travel Itinerary for Eric DTMOPRO-Z

Travel / TDY Information:

DTS Document Name EDSANDIEGOCAOB0607_A13
DTS / CTO Confirmation: 0X2R1P,0KFFCY
(Please Reference this number when contacting the CTO.)

Trip Type: AA-ROUTINE TDY/TAD
Trip Purpose: CONFERENCE ATTENDANCE
Trip Description:  to attend the annual IEE conference, and a site visit to NATO
Location - 1 SAN DIEGO,CA Time Zone: PST (09)
Leave From: RES: ARLINGTON,VA
Arrive: 06-Aug-07
Leave: 09-Aug-07
Location - 2 NEW CASTLE@[OTHER],GBR Time Zone: GMT (01)
Leave From: SAN DIEGO,CA
Arrive: 09-Aug-07
Leave: 12-Aug-07

Location - 3 LONDON,GBR Time Zone: GMT (01)

Leave From:
Arrive:
Leave:

06-Aug-07
Air:
Southwest - Flight: 597

[OTHER],GBR
12-Aug-07
13-Aug-07

09:00 AM BwI-Baltimore, MD (USA) Depart: Non-Stop Flight Seat: Air Confirmation: 123456
(Balt. Intl. Ap Mon 06-Aug-07 Elapsed Travel Time: Frequent Flyer:
11:20 AM SAN-San Diego, CA (USA)  Arrive: 5h 20min Special Requests:
(Int'l. Apt) Mon 06-Aug-07
Car:
THRIFTY
SAN - San Diego International, Pick-Up: 08/06/07 Drop-off: 08/09/07 Class: Car Confirmation: ABCD123467¢
CA (Unite Time: 12:00 PM Compact Car  Freguent Renter:
Time: 10:00 AM Special Request:
Dropoff Location: Daity $15.00, Unlimited miles/kilometers, Estimated Total
SAN - San Diego International, Cost $72.66
CA (Unite
Lodging:
Ramada Limited
3747 Midway Dr Phone Number: Check in: Check Out: Hotel Confirmation: 12345678~
SAN DIEGO CA 92110 619/225-1295 08/06/07 08/09/07 Room Type Code: K115GV
United States Fax Number: Frequent Guest:
Phone: 619/225-1295 619/222-2123 Special Request:
Fax: 619/222-2123
Toll Free: 800/272-6232
Room: Hotel Policies:
RA GOVERNMENT DISCOUNT Cancellations not received according to hotel policy may result ir
RATE ID financial obligations such as cancellation penalties. For the hotel
COMFORTABLE ROOMWITH 1 cancellation policy, view "Additional Hotel Information” or the pr:
KING BED website.
STANDARD AMENITIES/SMOKING
09-Aug-07
Air:

American - Flight: 874

11:10 AM SAN-San Diego, CA (USA)

(Int'l. Apt)

https://dtscdcwebgov.defensetravel.osd.mil/dts/app?service=page/PrintFinalltinerary

Depart:
Thu 09-Aug-07

G-I

Seat:
17F

Air Confirmation: 123456
Frequent Flyer:

Elapsed Travel Time:
4h 5min

5/27/2007
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Trip Summary Page 2 of 2
05:15 PM ORD-Chicago, IL (USA) Arrive: Lay-over Time: Special Requests:
(O'Hare Apt) Thu 09-Aug-07 45min
American - Flight: 66
06:00 PM ORD-Chicago, IL (USA) Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
(O'Hare Apt) Thu 09-Aug-07 7h 50min 17F Frequent Flyer:
07:50 AM LHR-London, England Arrive: Special Requests:
{Heathrow Apt) Fri 10-Aug-07
10-Aug-07
Lodging:
EXPRESS BY HOLIDAY INN
PORT ROAD Phone Number: Check In: Check Out: Hotel Confirmation: 12345678~
08/10/07 08/12/07 Room Type Code: OSN523A
Fax Number: Frequent Guest:
Fax: Special Request:
Room: Hotel Policies:

GOVERNMENT RATE IDREQ  Cancellations not received according to hotel policy may result in
1 DOUBLE BED WITH SOFABED financial obligations such as cancellation penalties. For the hotel
NONSMOKE CLIMATE CONTROL cancellation policy, view "Additional Hotel Information” or the prof

DATAPORT website.
BROADBAND ACCESS
VOICEMAIL HAIRDRYER MOVIES
ON DEMAND NO
12-Aug-07
Lodging:
Holiday inn London/Heath
Bath Rd, Corner Sipson Way Phone Number: Check In: Check Out: Hotel Confirmation: 12345678
LONDON EN UB7 0DP 442089900000 08/12/07 08/13/07 Room Type Code: STN523A
United Kingdom Fax Number: Frequent Guest:
Phone: 442089900000 442085647744 Special Request:
Fax: 442085647744
Room: Hotel Policies:

GOVERNMENT RATE IDREQ  Canceltations not received according to hotel policy may resuit ir
STANDARD ROOM STANDARD  financial abligations such as cancellation penalties. For the hotel
ROOM NO ROLLAWAY BED cancellation policy, view "Additional Hotel Information” or the pr

POSSIBLE MAX 2 website.
PPL SMOKING AND BED TYPE
PREFERENCE FOR THIS ROOM
TYPE WILL
13-Aug-07
Air:
United - Flight: 929
08:00 AM LHR-London, England Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
(Heathrow Apt) Mon 13-Aug-07 8h 31min 17F Frequent Fiyer:
10:31 AM ORD-Chicago, IL (USA) Arrive: Lay-aver Time: Special Requests:
{O'Hare Apt) Mon 13-Aug-07 3h 34min
United - Flight: 1236
02:05 PM ORD-Chicago, IL (USA) Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
(O'Hare Apt) Mon 13-Aug-07  1h 51min 17F Frzquent Flyer:
04:56 PM BWI-Baltimore, MD (USA)  Arrive: Special Requests:
(Balt. Int'l. Ap Mon 13-Aug-07
https:/7dtscdcwebgov.detensetravel.osd.mil/dts/app7service=page/PrintFinalltinerary 5/27/2007
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DTS Receipts Cover Page Page 1 of 1

Defense Travel System

)

DTS Receipts Cover Page

Please fax this cover page, together with your receipts to DTS.
Warning: Make sure you physically mask out your SSN on any faxed documents!

o If you are dialing from the National Capital Region, please use the number at the
bottom of this form if this is a local call. This will reduce the cost of this service.

e If you are in the United States, please use 1-888-222-5 061 , toll free.

o If you are dialing from outside of the United States then use the numbers listed
above (with the appropriate international prefix.) Your long distance telephone
company may charge you for this call.

Receipts may take up to five minutes to appear on the document.

EDSANDIEGOCA080607_V13

Note: Bar code must be present above.

Notes

Local National Capital Region number - listed above

11

https://dtscdcwebgov.defensetravel.osd.mil/receiptimaging/servlet/GenPrintCoverServlet?...  5/27/2007
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THE CITY OF

SAN DIEGO

1200 - ¢ Avenue, Sen Diego, California 92101

OFFICE OF
CITY TREASURER

Transient Occupancy Tax
(619-238-6647)

REQUEST FOR TOT EXEMPTION FOR UNITED STATES
GOVERNMENT EMPLOYEES AND THEIR INSTRUMENTALITIES

This form is to be completed in full by persons claiming exemption from the Transient Occupancy Tax of

the City of San Diego. Any exemption applies only to those days during which you are engaged in business
for your employer and not to other days of your occupancy. Please print the information requested below.

Name/Title:

Work Telephone Number:

Government Entity (Employer):

Employer Address:
(Include City, State, Zip)

Purpose of Stay:

Date(s) and Location of Event (if applicable):

Hotel Name and Location:

Date(s) of Hotel/Motel Stay:

Supervisor=s Name and Telephone Number:

Documentation Used for Proof of Employment:

I certify under penalty of perjury that the above information is correct and that the purpose of the above
mentioned stay was for official Federal or State of California government business. If this stay is used, in
whole or in part, for non-business purposes, I shall be liable for payment of the applicable Transient
Occupancy Tax of the City of San Diego for my occupancy on such non-business days.

Signature Date

g
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SAMPLE MEMORANDUM FORMAT FOR AUTHORIZING CROSS
CHARGING OF JOB ORDERS/FUNCTIONS BETWEEN DIVISIONS FOR TDY
PURPOSES

When TDY/TAD expenses will be charged to a job order/function “owned” by a Division
that is not the employing Division of the traveler, the Division “owning” the job
order/function shall submit a memorandum authorizing such cross charging to Code
3352.2 so that an appropriate temporary edit/authorization can be made in IMPS. Below
is a sample format for the memorandum.

Ser
Date
MEMORANDUM

From: Code

To:  Code 3352.2
Subj: AUTHORIZATION TO CROSS CHARGE JOB ORDER FOR TDY PURPOSES

1. Effective (insert TDYY dates), authorization is hereby given for (insert name and
organization code of traveler) to charge TDY costs to (insert job order number).

2. If you have any questions please contact (insert POC and phone number).

(Division Administrative Officer or
Division Head)
Copy to:
Code (Admin Officer of Traveler Division)
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DIRECT CITE FORM

DATE:
SUBJECT: TRAVEL FOR (INSERT NAME , RANK and DUTY STATION)

1. The following Direct Cite Authorization is provided for travel for (insert name and full social security
number), to attend (insert type of TDY and location of TDY) on (insert dates of TDY). The following
selection's are authorized: (Check all that apply)

EXPENSES ALLOWED TRANSPORTATION ALLOWED
Meals: o Commercial Air

* o CMR o Incidental Exp. o Train

* o GMR o Rental Car o Bus

* o PMR o POV

* CMR - Commerical Meal Rate - this is the normal meal rate given for Government Travel.

* GMR - Government Meal Rate - this is normally used by Military Personnel or civilians when TDY

is on a military base.

* PMR - Proportional Meal Rate - this is used when one or more meals will be provided to the traveler
at no cost.

2. In view of this letter, NRL Travel Office will load the following job order information into DTS prior to
the traveler preparing his or her DTS Authorization:

97 X 4930 NH4A 210 77777 0 000173 2F N 00173 (INSERT JOB ORDER NUMBER HERE)
3. The estimated cost of this travel is $
4. Request a copy of the travel authorization and voucher be emailed to (insert email address here).

5. If you have any questions, please contact the NRL DTS Help Desk at 202-767-3444
or email at help_dts@nrl.navy.mil

6. Comments:
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[EXPENSES NOT APPROVED ON ORIGINAL AUTHORIZATION - SAMPLE

75

TRAVEL VOUCHER OR SUBVOUCHER Read Privacy Act Statement, Penalty St it, and Inst
1. PAYMENT on back before completing form. Use typewriter, ink, or ball point
Elvctromc Fund Transfer(EFT) ?:L M.\.muc. pen. PRE.SS HARD. DO NOT use pencil. if more space is needed,
X | Poment by Crock s__3429.5 continue in remarks. ¢ pHONOLULUHI010207 V01
2. NAME (Last, Fra: Micdie inital)(Prnt or type) 3. GRADE 4. 5SN 5. TYPE OF PAYMENT (X as appicadle)
PracticeG, Sleepy GS-11 322-08-0838 X [ror Membe!/Empioyes
6. ADDRESS. a NUMBER AND STREET b CITY c STATE d 2I# CODE PCS
1234 sap street La Plata MD 20646 Dupensersss | ot
o E-MAL ADDRESS sleepy@myemail .com 10.FOR D.0. USE ONLY
; z %wgmrm——s. (5 PREVIOUS GOVERNMENT PAVMERTS | 3 D0 VOUCHER NUMBER
AREA CODE ADVANCES
202-404-2003 ONY98C —
" STATION Travel Advance - b SUBVOUCHER NUMBER
Naval Research lLabra - 0.00
1z ) (X and compigte as 1] 1 CEIPT OF © PAID BY
— ORDERS  (inchde Zip Code)
[ACCOMFAN[ED 1 UNACCOMPANIED
a NAME  (Last, First, Middie Inifial) b. RELATIONSHIP [z DATE OF BIRTH
.} OB MARRIAGE |
14. HAVE HOUSEHOLD GOODS BEEN SHIPPED? d COMPUTATIONS
]{Xw] x
YES NO {Explain in Retnirks) — - ]
BT MEANS! | REASON o. By signing this voucher
aDATE b. PLACE (Home, Office. Base. Actaity, City. and State; MODE OF | FOR LODGING POC M : 1
2007 Caty and Country etc | TRAVEL | sTOP cosT wes /|| authorize |
T TR W et
01 /05| HONOLULU.HI lca SV :$902.00 for the rental u
01 /08" AGANA,GU |- TD 2295.}9’ car expense not B
01/283°"| AGANA,GU |PAT [ . approved on the
01/29"*"| RES: LA PLATA, MD [ MC 26loriginal authorization ||
DEP R >3 i
o “=Hfor this TDY. —
B —IEE? . ]
| ARR
DEP A ! | 0. SUMMARY OF PAYMENT
e 4 T} Do 4206.50
DEP ,Jf T T | @ Actual Expense Aliowance 0.00
e b Ol 23.14
|!.PO€T!ATIE“L {X one) X! OWN/OPERATE I | P NGER / 17. DURATION OF TDY TRAVEL {4) Dependent Travel D . GO
18. REIMBURSABLE EXPENSES / / S— (S}0LA 0.00
a DATE b NATURE OF EXPENSE ¥ . AMOUNT d. ALLOWED (6) Reimbursatie Expenses 1 0 0 D 5 8
01/02 |Gasoline-Ren .~ | 38.7£ ] uoRe Tz jous | ()T 5230.22
01/02 [Rental Car &£ 902 40 87 Lows Advance 0.00
P1/02 |Hotel Room T 17.82 X PRI i 0.00
01/02 |Authorized B Z7.00 i 5G] Arouni Ove 5230.22
p1/02 |Airport Shut /15.00 . GOVERMUENTEEEUCTINLE MEALY
a DATE & NO OF MEALS | a DATE 5. NO. OF MEALS
i
= // ]
(202 CLAIVANT SIGNATURE B DATE T SUPERVIGOR SIGNATURE 7 DATE
21a b DATE
22. ACCOUNTING CLASSIFICATION
RCCOUNTING CLASSIFICATIONS continued on CONTINUATION page
(73, COLLECTION DATA
23, COMPUTED BY 75. AUDITED BY 76. TRAVEL ORDER 27.RECEIVED  (Payee Sgnaturs and Date or Check No } 78 AMOUNT PAD |
POSTED BY
5230.22
- —_ PREVIOUS EDITION TS OBSOLETE. Troonbon 1 ST T0TZ approved by GEATREE 120
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INSTRUCTIONS FOR USER REGISTRATION
DEFENSE TRAVEL SYSTEM

NRL employees who travel, prepare travel orders, prepare travel vouchers, and/or
review/approve travel orders/vouchers need to register in the Defense Travel System (DTS) at
www.defensetravel.osd.mil. The security software program DBSign must be installed on the
computer used to access DTS; this software is available to download at no cost at the same
website. You will need to have your Common Access Card (CAC), CAC PIN, and a CAC
reader.

To make completing this profile easier we suggest you have the following information available:
- Your bank account number and bank routing number (bank routing numbers are always 9
digits in length) for where you have your travel-related reimbursements direct-deposited.

- Your Government VISA Travel Credit Card (referred to as GOVCC within DTS).
- Your Social Security Number.

Once you are able to access the DTS website please select the green icon reading “LOGIN TO
DTS”. Next you will be prompted to “Accept” or “Decline” to the terms and conditions of using
DTS. Once you click “Accept”, the system will prompt you to enter your CAC PIN for
validation purposes.

Please note that items marked with an asterisk (*) are mandatory fields that must be completed.
Also, all information must be entered in capital/upper-case letters.

After you are logged into the DTS site, you will be required to complete the following
preliminary tasks:
- Enter your social security number twice. Do not copy and paste.
- Click on “self register”, this will bring you to another page
- Click on the “Administrative” tab, then choose “self registration”.
- At the top of this page will be several information tabs, click the “Basic Information” tab to
enter your DTS profile.

Registration Information by Step:
1. *Your First and Last name and Social Security Number will automatically populate; however,
you should verify that the data are correct.

2. Gender: Select “Male” or “Female” as appropriate.

3. * Enter your email address — you will be prompted to enter this twice for verification
purposes, do not copy and paste. DTS is an email-driven program it is particularly important that
you enter your correct NRL email address.

4. * Enter your mailing address - you will notice a magnifying glass icon located next to the
State/Country portion of your mailing address, you must click on this icon to populate your
State/Country. Once you click on the icon type in your two digit state code (i.e. VA for Virginia)
on the “code” line, then click “OK?”, this will bring up an information box, in this box click on
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your state. Note: You will be asked if your mailing address is the same as your Residence
Address; if you answer “No” you will be prompted to enter your residence address under the
Additional Information section later in the registration process.

5. * Required Work Information
- You will choose either Civilian/Military
- Choose your Title/Rank (NRL civilian employees will choose “other” as NRL pay
grades are not listed in DTS.)
- Tech Status will default to “No”— this refers to Aircrew Status - NRL employees will
leave as “No”.
- Organization — click on magnifying glass icon to populate this field.
Service/Agency: select “United States Navy.
Type: Will automatically populate with “US”
State: Select “District of Columbia”, this will refresh your page and a new line
called “site” will appear, select “Washington”. Click “OK”
This will bring you to an alphabetical listing of organizations —
scroll through the pages by selecting “NEXT” until you find
“Naval Research Laboratory, (NRL) and your appropriate division
code (e.g. Naval Research Laboratory Code 3300)”. .
Click “Select”.

6. * Service/Agency of Assignment
The information recorded during Step 5 will automatically populate the following blocks under
this section:
- Office Street 1
- Office Street 2
- City
- State/Country
- Time zone
- Emergency Contact Name (This refers to the central NRL Travel Office emergency
point of contact (POC))
- Emergency Contact Phone Number (This refers to central NRL Travel Office
emergency POC)
- Work hours: The refers to regular hours worked per day and will default to “8” but you
can change to reflect the correct daily average hours worked if you are a part time
employee.

7. * Electronic Funds Transfer (EFT) Data
- Select “Checking” or “Savings” depending on the type of account you designate for the
EFT of your travel reimbursement payment.
- Bank Routing Number: enter the 9 digit code (do not use dashes/hyphens) of your
financial institution.
- Account Number: enter your appropriate account number; note you will be required to
enter it twice
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8. * Government Charge Card (GOVCC)

Note: At this time you must have a GOVCC to utilize DTS at NRL.
- Advance Authorization: select “Card Holder”.
- Account Number: Enter your GOVCC Account Number (all GOVCC account numbers
begin with 4486)
- GOVCC Exp. Date: Using the calendar icon to populate this block, select the last day
of the expiring month from the calendar (the expiration date of your GOVCC is in the
format of MM/YYY, but is defaulted to the last day of the expiring month).

9. * Additional Information
- The information recorded in Step 6 will automatically populate the following fields:
Printed Organization
Present Duty Station
Organization Email (this will correctly default to NRL’s central DTS email
address, help_dts@nrl.navy.mil.
Unit ID (UIC/RUC/PASSCODE)
- Miles from Office to Airport: Leave this block blank since NRL-DC employees utilize
three airports (Reagan, Dulles and/or BWI).
- Office Phone: Please note that this information will be incorrectly populated; you must
correct it to your correct information.
- Office Fax: Please note that this information will be incorrectly populated; you must
correct it to your correct information.
- Office Mail Stop: Enter your Division/Department Code, e.g., “Code 3300”

10. Passport Information (If you do not have a passport you may skip to Step 11).
The information in this section is optional, and is only used for record purposes.

- Official (No-Fee) Passport Information

- Regular (Tourist) Passport Information

11. * Scroll to the bottom of the page and click “SAVE AND PROCEED”

This will bring you to the Residence Address Section. If your residence address is different from
the mailing address you entered earlier, you must complete this section. If your residence
address and your mailing address are the same then the only data you are required to enter is
“Residence Phone” (enter your residence/personal telephone number with area code).

12. Air Travel Preference: The information in this section is optional but will be considered
when making airplane ticket reservations. If you have special needs you may choose to complete
this section.

13. Frequent Flyer: If you are a frequent flyer you may choose to enter your information here.
If you do not enter here you will be able to enter your frequent flyer information for each TDY
that requires airline reservations in DTS.

14. Lodging Preferences: The information in this section is optional but will be considered

when making lodging reservations. If you have special needs you may choose to complete this
section.
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15. Rental Car Preferences: The information in this section is optional but will be considered
when making rental car reservations. If you have special needs you may choose to complete this
section.

16. Smoking Preference: Indicate whether you are a smoker/prefer the smoking section as “yes”
or that you are a non-smoker/do not want to be in the smoking section as “no.” This is just
information as you are typically provided the opportunity to select smoking/non-smoking hotel
rooms when making specific reservations.

17. *Scroll to the bottom of the page and click “SAVE AND PROCEED”

If you entered any information in the incorrect format or left a mandatory field blank you will be
prompted to correct at this point. Otherwise, the following prompt will appear: “You are going
to submit the travel profile to the DTA.” Click “Submit” and your information/profile will be
submitted for review/acceptance by the DTS and NRL Travel Office.

THANK YOU....and WELCOME ABOARD!
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DTS Flag

DTS Description

Detailed Description

ACCT CODES INVALID

ACCT CODE(S) ENTERED NOT
VALID IN MASTER LIST. SEE
FINANCE DEFENSE TRAVEL
ADMINISTRATION (FDTA) FOR
ASSISTANCE.

When job order numbers are entered in
the accounting module, DTS creates an
audit flag. The Justification to
Approving Official box automatically
populates with the job order number
entered and therefore no additional
justification is needed.

ested justification(s) to A

08 TDY FIELDS CHANGED: CC:558369B7521 NO
entry required from traveler

MULTIPLE RESIDENCE
ON DATE

MUST JUSTIFY MULTIPLE LOCAL
TRAVEL TO/FROM RESIDENCE ON
SAME DAY

This flag will populate when the traveler
claims round trip mileage leaving from
and returning to their residence. This is
a known system error.

PERFORMED ROUND TRIP LOCAL TDY LEAVING
FROM AND RETURNING TO RESIDENCE.

LOCAL TRAVEL
EXPENSE

<DATE> - 1POC EXCEEDS
THRESHOLD - $<AMT>

DTS establishes thresholds for certain
expenses. The threshold for one POC
(Personally Owned Conveyance)
expense is $50.00

AMOUNT REFLECTS ACTUAL MILES DRIVEN IN
POC.

ACCT# CHANGED BY
CTO

THE AIR/RAIL FORM OF
PAYMENT/ACCOUNT NUMBER
CHARGED BY CTO IS DIFFERENT
THEN THE FORM OF
PAYMENT/ACCOUNT NUMBER
SPECIFIED IN THE AUTHORIZATION

When the CTO creates a traveler's PNR
(Passenger Number Request), the
agent copies and pastes the traveler's
GOVCC account number into the record
which will sometimes trigger this audit
flag. This is a known system error.

DTS SYSTEM ERROR

DFLT PMT METHOD

AIR FARE (GOVCC-l) ON <DATE>
HAS PMT METHOD OF GOVCC -

This flag populates when a traveler's
GOVCC account expires and the NRL
DTS help desk updates the new

ITEM FLAGGED IS DTS ERROR - DEFAULT
PAYMENT METHOD FOR ALL TRANSPORTATION

NOT SELECTED INDIVIDUAL NOT USING DEFAULT - . )
PAYMENT OF CENTRAL BILL expiration date in the members profile |CHARGED IS GOVCC - INDIVIDUAL
after the authorization has been created.
This flag populates when the traveler
ADD GOVCC- ADD GOVCC - INDIVIDUAL adds additional reimbursement to their

INDIVIDUAL AMOUNT

AMOUNT

GOVCC account, usually to reimburse
the GOVCC for meals charged.

REIMBURSING GOVCC FOR EXPENSE CHARGED

ADD GOVCC-
INDIVIDUAL ATM

ADD GOVCC-INDIVIDUAL ATM

This flag populates when the traveler
reimburses their GOVCC account for
money withdrawn from an ATM (cash
advance).

REIMBURSING GOVCC AMOUNT OF CHAS
WITHDRAWN FROM ATM TO COVER TDY
EXPENSES

LESS PREV PMTS TO
GOVCC (BY TRAVELER)

ATO PAID BY TRAVELER

This flag populates when a traveler
deducts reimbursement to their GOVCC
account.

(1) REDISTRIBUTING THE REIMBURSEMENT TO
THE GOVCC, CURRENTLY HAVE A CREDIT
BALANCE; OR (2) REDISTRIBUTING THE
REIMBURSEMENT TO THE GOVCC, USED
PERSONAL CREDIT CARD TO COVER EXPENSE.
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